


Job description 

Date:	 12 December 2023


	Department:

	City and Neighbourhood Services 

	Post number:
	CEMM003


	Section:

	City Services 

	Job title:

	Cemeteries and Crematorium Manager

	Grade:
	Grade 8





Main purpose of job

Responsible to the Bereavement Services Manager for the effective and efficient management and development of the crematorium, amenities and associated grounds in accordance with the codes of practice, current statutory legislation and Belfast City Council’s policies and procedures.

Manage the facilities in the context of council policies and initiatives and in accordance with the principles of performance management and ensuring an effective ‘customer’ focused approach.

Responsible to the Bereavement Services Manager for the provision of a burial and cremation service, which offers a first line response to a wide variety of individuals who need to be treated in a sensitive and compassionate manner.

Responsible for making recommendations for service improvements, to the Bereavement Services Manager and making ‘on the spot’ decisions with regard to work schedules and priorities in order to deliver a quality service.

Responsible for developing and maintaining high standards of service delivery, including, franchises, through the motivation and management of staff in an efficient and effective manner.

Assist in the development and management of a genealogy information service for the crematorium and cemeteries under the control of the section which will support local, historical and tourist interests in the service.

Establish and maintain effective liaison arrangements effectively with trade union officials, council departments, public and private sector organisations to ensure effective industrial relations and joint working practices are maintained at all times.

Responsible for the effective supervision, development and motivation of staff.

Summary of responsibilities and personal duties

1. Responsible for the day-to-day operational management of all activities within the crematorium and cemeteries, including the management and development of the associated staff and services to ensure that all relevant council and statutory policies and procedures are maintained.

2. Ensure that all staff at the crematorium and cemeteries work within the established principles and guidelines for burial and cremation and ensure operational compliance with all legal protocol and approved standards of operations, for example, ICCM, COTS and CTTS and other adopted guidelines.

3. Responsible for the development and implementation of standard operating procedures for work within the crematorium and cemeteries ensuring compliance and adherence with any statutory regulations.

4. Responsible for the receiving and overseeing of funeral services at the crematorium and cemeteries, liaising with service users, that is, funeral directors and officials, clergy, lay speakers, the bereaved, community representatives, Registrars for Births, Marriages and Deaths, medical referees, doctors and coroners.  

5. Assist the Bereavement Service Manager in developing and preparing inclusive business and management plans for the facilities under the control of post holder, in-line with the relevant departmental and corporate plans including the development of programmes and procedures to achieve quality awards for example, APSE, ICCM, FBCA and other relevant industry standards.

6. Ensure the operation of the crematorium is carried out in accordance with the provisions of the Code of Cremation Practice, The Pollution Prevention and Control (Industrial Emissions) Regulations (Northern Ireland) 2013, Guidance notes and Amendments, the Cremation Acts and Regulations, as well as any other appropriate legislation in the future. 

7. Ensure that the requirements of the Pollution Prevention and Control Regulations are met through effective liaison with the relevant statutory authorities for the Crematorium and cemeteries.

8. Manage the day-to-day operations at the crematorium and cemeteries to ensure continual maintenance and development of the grounds to the highest standard.

9. Manage all budgets financial issues relating to the services at the Crematorium and cemeteries, including the ordering and requisitioning of goods and services as required. 

10. Ensure that all mandatory health and safety policies, COSHH, manual handling, risk assessment and accident reporting procedures are implemented and adhered to at the crematorium and cemeteries, liaising with the Health and Safety Officer and other key council personnel as necessary.

11. Provide employee support and development, team briefings, performance reviews and identify and address any training needs as they become apparent for the staff at the crematorium and cemeteries.

12. Ensure the Senior Crematorium Technicians and Crematorium Technicians are trained in the operation of equipment and procedures and to assist in ensuring all staff avail of mandatory training in the first year. To assist the Bereavement Services Manager in the production and implement all relevant training programmes.

13. Responsible for managing memorial safety operations, ensuring that memorial inspections and temporary make safe repairs are conducted, that monuments and headstones maintained to the current relevant legal requirement and for communicating with families that are responsible for repairs. 

14. Responsible for assisting the Bereavement Services Manager in the management of the heritage and genealogical tourism across all council cemeteries.

15. Manage the systems and working environment of the office facilities and any web casting / music provision service on site, ensuring a professional and competent service is maintained to service users.

16. Responsible for the development, implementation and management of all current and future memorialization schemes at the Crematorium and cemeteries, for example, Book of Remembrance, memorial trees, columbarium, memorial seats and garden of remembrance.

17. Responsible for receiving, recording and dealing with complaints at the appropriate level before passing them onto the Bereavement Services Manager for further investigation.

18. Assist the Bereavement Services Manager with the preparation of project and specifications, schedules and quotations, tenders and other documents to support various projects and ensure that financial targets are met, and the council’s standing orders are maintained.

19. Build and maintain effective relationships with the local communities and key stakeholders to ensure operational changes are communicated, to receive feedback on their needs and to make operational changes/improvements to assist in the delivery of a quality service.

20. Responsible for the identification and promotion of business and income streams opportunities and investigating sources of funding for site improvement works for facilities and sites under control of the postholder.

21. Liaise with Property Maintenance staff and external contractors as required to report defects and breakdowns and ensure the maintenance and repair of the building and equipment.  

22. Collate information regarding breakdowns in machinery and vehicles and process through the council’s established procedures.

23. Establish and maintain effective liaison arrangements with trade unions, council departments and public and private sector organisations to ensure effective joint working.

24. Supervise tenants of both properties and land rental, assist in the planning and development of potential land and properties for new cemeteries, manage lands prior to development.

25. Assist in the monitoring of emerging issues and approaches and advise on the implementation of these to the city council and all other clients.

26. Organise and manage events and tours within cemeteries and Crematorium making sure operational requirements are carried out efficiently and effectively in accordance with health and safety requirements and risk assessments, as appropriate.

27. Assist the Bereavement Services Manager with business continuity and pandemic / excessive death planning processes for the crematorium and cemeteries.

28. Deputise for the Bereavement Services Manager.

29. Provide advice to users and potential users of the Crematorium and cemeteries with regard to the ‘Charter for the Bereaved’ and in line with the Bereavement Services plan.

30. Ensure all Crematorium and cemetery staff comply fully with the rules and regulations of Belfast City Council and to initiate timely and effective disciplinary action where appropriate. The timely and effective handling of all employee grievances.

31. Responsible for the collation, development and maintenance of appropriate records to meet statutory requirements, process all burial and cremation reports and reply to all FOI’s and Data Subject Access requests in a timely and effective manner to meet the regulations and the demands on the service for information and statistical data.

32. Liaise with structural consultants, contractors, technical personnel, suppliers, monumental masons and other officers on matters relating to building and development works, cremators and ancillary equipment, memorial works, grounds maintenance machinery and other works of service at the Crematorium and cemeteries.

33. Ensure accurate and timely production of all information required for council and assist the Bereavement Services Manager in the production of Committee reports on matters relating to the Crematorium and cemeteries; liaise with committee members and attend committee and other relevant meetings as required. 

34. Provide a consultancy/expert witness service delivering where possible all the necessary evidence for the council and external agencies in public liability cases and other legal cases with regard to any such occurrences at the Crematorium and cemeteries.

35. Respond to and in line with personal safety issues, to any alarm or emergency calls as a named person at the Crematorium, in accordance with the list of priority to call.

36. Motivate and manage all staff assigned to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

37. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management procedures as appropriate, including, absence management, disciplinary and grievance procedure.


38. Participate as directed in the council’s recruitment and selection interview procedures.

39. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

40. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

41. Undertake such other relevant duties as may from time to time be required.


This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.
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Essential criteria

Qualifications and experience

Applicants must, as at the closing date for receipt of application forms, either:
· have a third level qualification in a relevant subject such as Business Studies, Parks Management, Cemetery or Crematorium Management or an equivalent qualification and be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following three areas;
or 
· be able to demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in each of the following three areas:

a) managing and developing an open space or asset including the management and maintenance of grounds and associated amenities;
b) direct management and motivation of an operational workforce service including programming workloads and priorities; and
c) providing high levels of customer care within a sensitive environment.

Desirable criterion

In addition to the above qualifications and, or experience, Belfast City Council reserves the right to shortlist only those candidates who, as at the closing date for receipt of application forms:
· in the first instance, either have a third level qualification in a relevant subject such as Business Studies, Parks Management, Cemetery or Crematorium Management or an equivalent qualification and can demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in each of the aforementioned areas; or can demonstrate on the application form, by providing personal and specific examples, at least three years’ relevant experience in each of the aforementioned areas; and 
· in the second instance, possess a current Institute of Cemetery and Cremation Management (ICCM) qualification or an equivalent qualification.

Special skills and attributes

Applicants must be able to demonstrate evidence of the following special skills and attributes which may be tested at interview:

Technical knowledge: a sound practical knowledge and understanding of the provision and operation of a burial and cremation service including crematorium and cemetery legislation.

Communication skills:  excellent written presentation and communication skills with the ability to produce evidence based reports and persuade and influence people.  The ability to display effective and highly developed oral communication skills in both formal and informal settings with the ability to influence and persuade others on complex issues.

Team working and leadership skills:  the ability to work constructively within a team and to encourage high levels of cooperation between team members offering leadership to motivate others and the ability to delegate effectively and encourage teamwork to deliver successful results, building rapport with others, listening and learning as well as offering help and support.

Work planning skills: the ability to forward plan and to effectively prioritise the work of a team taking into account short and medium term goals, service demands and the availability of resources.

Partnership working skills: the ability to form, maintain and enhance a wide range of internal and external partnerships working for the benefit of the council.

Customer care skills:  a sound knowledge of customer care principles and practice with the ability to deal sensitively, compassionately and tactfully with members of the public and others in times of personal stress and grief.

Performance management skills: the ability to establish and maintain a performance-oriented culture to ensure the delivery, monitoring and review of strategies and business plans by setting individual and team targets and monitoring performance against them.

Financial and resource management skills: an understanding of budgets and control of resources including the ability to determine and plan resources required to meet specific objectives.

Information technology skills: the ability to operate specialist software packages and understand how computer programmes and new technology generally can increase business efficiency.
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