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Job Description

POST TITLE: 

Administrator – North Hertfordshire Memorial Park & Crematorium 
HOURS:

Full-time (40 hours a week)
ACCOUNTABLE TO: 
Memorial Park Manager
SALARY:

£28,000 plus commission and performance related bonus
DELEGATED AUTHORITY
As specified from time to time by the Operations Director
JOB PURPOSE

To be directly responsible to the Crematorium for all operational and administrative aspects of North Hertfordshire Memorial Park & Crematorium, and to ensure consistent delivery of the highest levels of client service and personal performance in memorial sales.
PRINCIPAL CONTACTS

General Public

Funeral Directors

Waveney Memorial Directors
Medical Practitioners

Coroners

Registrars (of Death)

Clergy

Contractors/Suppliers

PERSON SPECIFICATION CRITERIA

Skills/Abilities/Knowledge

· Minimum of 3-years administrative experience

· High level of IT skills to include Microsoft Excel and Word
· A minimum of 3 years’ experience working with bespoke administrative systems
· Accounting and bookkeeping experience
· Ability to communicate effectively in a sensitive, compassionate and confidential         manner with customers in person or on the telephone and display a customer-focused approach to service delivery.

· Ability to demonstrate an understanding of why customer care is important in      employment and the provision of services.

· Ability to work as a member of a team.

· Ability to follow established statutory and office procedures.

· Ability to communicate effectively in writing and to make and maintain accurate        records in legible script and with the use of IT systems.

· Numeracy skills sufficient to monitor budgets and deal with cash handling, recording and banking.

· Job holders must be prepared to interchange and multi-task across the 4 different roles within the crematorium.
KEY COMPETENCIES

· Client focus

· Good communication skills

· Attention to detail/exceptional accuracy in data entry

· Self-management

· Team working

· Achievement focus

· Adaptability

· Problem solving

· Integrity

· Sensitivity

· Commitment

RESPONSIBILITIES

· To carry out administrative tasks relating to the processing of memorial agreements, the ordering of memorials and subsequent quality checks, and the issuing of works instructions for placement
· To input all necessary information using the Epitaph system, or via such other computer system that may be currently in use.
· To keep proper records of petty cash use.
· To ensure credit control compliance, using periodic reminders to effect collection within Company deadlines.
· To maintain accurate, indexed records of service arrangements, accounts, banking sheets, etc.
· To ensure the Company policy and procedures regarding cash handling are strictly followed

· To assemble and dispatch all information required for submission to Head Office in a timely manner.

· To fully comply with the requirements of the Operations Manual.

· To cremate, chapel attend and interchange with all roles and disciplines across the crematorium. Full training will be provided.
