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Casual Chapel Attendant
Reports to:



Bereavement Services Manager
Responsible for - Directly:
0
Total staff managed:

0
Working environment:

Crematorium Complex
Purpose of role:

· Assisting with the day to day operation of the crematorium complex, supporting the Chapel Attendants  and undertaking Pall Bearing Duties;
Operational responsibilities 
· Ensure the Chapel is prepared in accordance with the requirements of each group of mourners.

· Clean and maintain to a high standard on a daily basis all service areas of the complex including the main Chapel, the Chapel of Remembrance, Vase Room, Wreath Cloister, Vestry, Chauffeurs Room, Reception, Offices, foyer and toilets.

· Clean and maintain to a high standard on a daily basis all areas immediately surrounding the Crematorium.
· Dispose of floral tributes each day as instructed also flowers in the Chapel of Remembrance and ensure there are sufficient vases for future use.
· Carry out Pall Bearing duties as and when required.

· Relocate floral tributes from the Wreath Cloister to the display areas following each service and ensure area is kept clean and tidy during the day.

· Operate computerised music and media system in accordance with the requirements of the service.
· Liaise with Ministers, Funeral Directors and Organists to ensure each service meets the requirements of the mourners.

· Assist members of the public with their queries.

· Undertake any other duties, which are consistent with those listed above and appropriate to the grade and the post.

The above may change subject to consultation with the post holder.

This job description sets out the duties and responsibilities of the job at the time when it was drawn up. Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.
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	JOB TITLE: Casual Chapel Attendant: Ref:  000195, 000196, 000197, 000198, 000199

 

	Experience/

Knowledge
	Experience in dealing with members of the public in customer focused environment;
Able to work as part of a small team or alone using own initiative;


	

	Qualifications
	4 GCSE  including English & Mathematics


	

	Competencies
	Must demonstrate the ability in the use of basic computerised audio equipment;
Able to prioritise workload;
Self-motivated;

Must be accurate and methodical;
Displays a mature temperament;

Able to communicate and assist members of the public, Funeral Directors, Ministers and organists;


	


	Personal Qualities and Attributes
	Well-groomed personal appearance;
Able to cope in emotional situations;
Able to demonstrate empathy and have a caring approach;


	

	Behaviours
	Effective communication

Working together                                           [image: image1.emf]
Taking personal responsibility

Putting Great Yarmouth first

Respecting others

People focused

•
Embracing change

	Personal

Circumstances
	Available as and when required, sometimes at short notice;

To wear a uniform when on duty, dark suit, black shirt and tie;
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