	Service Area:
	Environmental Services

	
	

	Job Title/Grade:
	Cemetery Operative (Scale 3-5)

	
	

	Responsible to:
	Open Spaces Operational Officer

	
	

	Our Culture & Values:
	All job roles at Rochford District Council require the post-holder to be flexible and proactive in their approach. Being customer focused and willing to maximise your potential at work are expected. We all work together to achieve the very best for our residents which sometimes means getting involved in projects and trying new tasks outside of your day to day job role. We love our staff to suggest new ideas and to have enthusiasm to try out new experiences. 



	 Main Responsibilities

	To be responsible for the day to day maintenance of the cemeteries (including pathways, boundaries, headstones and the like) to ensure they are kept to a good standard and comply with our duty of care
 Controlling the work of contractors and other sections staff as necessary when engaged on cemetery tasks

	To deputise during periods of absence of the Open Spaces Operational Officer and comply with appropriate legislation

	Performing day-to-day administrative tasks such as maintaining information files and processing paperwork, in particular relating to cemetery checks, work request sheets etc

	To assist with the administration of the Council’s cemeteries

	To locate, prepare, shore and excavate graves for a set day and time. To excavate graves by hand or using mechanical excavator to a required depth and size, as required

	To prepare excavated graves for interment to include provision of artificial grass mats, lower ropes, stretchers etc. Backfilling of graves after interment and tidying of immediate area

	Ensure compliance with the Local Authorities Cemeteries Order 1977, and with local rules and regulations

	Operate tractors, mini-diggers and tractor operated machinery; In addition to the usual range of tools and equipment, the use of powered tools,hand saws, hedge cutters, generators and mechanical water pumps is required

	To preserve an appropriate and dignified attitude at all times. To maintain good relationships with clergy, funeral directors, other staff, mourners and visitors to the cemeteries

	Clearance of wreaths and floral tributes from graves and Crematorium. Emptying wastebaskets, removing litter, spent flowers and pot plants from the rose gardens, sundial garden and General cemetery

	Carry out general grounds maintenance operations, which include, mowing, strimming, planting, pruning, weeding, hedge cutting, turfing, and path maintenance to improve the general appearance of the cemeteries and other open spaces as instructed. To plant bulbs, trees, roses and shrubs as instructed by the line manager

	Maintain and promote correct use and operation of machinery and tools, and undertake or oversee repairs as appropriate. Ensure all daily maintenance and safety checks are carried out

	Undertake routine inspection of headstones, assessing their stability, and rectifying, ensuring relatives are contacted and up-dated of any changes

	Carry out routine daily vehicle and equipment checks and cleaning duties in accordance with vehicle and equipment manufacturer’s instructions and complete daily log sheets

	Undertake Estate works in all the Council’s woodland and open-spaces, such as fencing, installing benches, maintaining surfaced routes etc. and other light construction works

	Undertake daily cleaning, servicing and locking/un-locking of the cemetery toilets to a high standard

	Reporting of inappropriate abd illegal behaviour in the cemeteries to their line Manager



	Job Description
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	Corporate Responsibilities

	 To observe all of the requirements of Safeguarding and to report any potential Safeguarding concerns in accordance with the Council’s Safeguarding Policy.

	 To comply with all appropriate legislation and Council policies including the Officers Code of Conduct, Health and Safety at Work, etc. Act 1974 and the Council’s Health and Safety Policy and procedures.

	 To support the Council’s Equalities & Diversity Policies.

	 All staff may on occasions be required to support the Council to deal with emergency situations affecting the community we serve. In the event of such an emergency or, of a rehearsal for such an event, the Postholder may be required to attend at times and at locations outside of the norm for the post and to adopt the duties directed by the Officer in Charge for the duration of the emergency situation.

	 To contribute to project work arising from the Business Plan and to undertaken any other reasonable duties as may be required from time to time by the Line Manager/ Leadership Team.






	Review

	The duties and responsibilities of this post may vary from time to time according to the changing requirements of the Council. The job description may be reviewed at the discretion of the relevant Assistant Director in the light of those changing requirements and in consultation with the postholder. In any event, the Head of Paid Service reserves the right to review and amend the job description.





	
Signed (Postholder):                                                                  Dated:








Personal Specification
	Post
	Cemetery Operative



	Essential Requirements

	Qualifications

	Full Driving Licence

	Trailer Licence (or willingness to work towards)

	Cemetery Operative Training Scheme (COTS certification) (or willingness to work towards)

	Mini Excavator Construction Plant competence Scheme (CPCS) or equivalent (or willingness to work towards)

	Knowledge and Skills

	Horticultural knowledge

	Health & Safety risk assessments

	General building/mechanical skills

	Experience

	Dealing with public enquiries/conflict
Experience of Horticulture

	General groundwork / estate management

	Experience of using mechanical grass/brush cutters/hedge cutters

	Experience of working outdoors throughout the year

	Ability

	Able to prioritise work appropriately
Able to work to deadlines and work under pressure
Flexible, pro-active and adaptable
Effective team working. Sharing ownership, team goals and workload
Commitment to maximising potential and continuous improvement of self and of service
Able to contribute positive suggestions and willing to take forward
Able to establish and maintain effective relationships with people at all level
Able to demonstrate a commitment to customer service

	Ability to undertake physical labour on a regular basis




	Desirable Requirements

	Qualifications
· Chainsaw qualification

	· Chipper use qualification

	· PA1 & PA6 Spraying Certificate 

	Knowledge and Skills
· Knowledge of the Local Authorities Cemeteries Order 1977 and local rules and regulations

	Experience 
· Experience of using a drive/ride on mower

	· Experience of using mechanical diggers, dumpers and driving with a trailer

	· Previous experience of working in cemeteries

	· Experience of grave gigging 
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