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EMPLOYEE 
SPECIFICATION                                                                  
	Dept:    

Environmental Health
	Section:       

Cemetery and Crematorium

	Post No:    
COEH3006
COEH3008
	Designation:      

Cemetery and Crematorium Clerk
	Grade:   4
(£25,183 - £25,992 FTE)

	Qualification:

E     A good standard of general education, preferably to include 5 GSCE passes (or equivalent),  

       including Maths and English, at grade 4(C) or above.
D    ICT qualification such as the ICDL, formerly the ECDL

	Knowledge/Skills/Abilities:

E    Ability to work and communicate effectively with persons at all levels, both verbally and in                        writing.
E    An ability to deal with the bereaved in a caring and compassionate manner.
E    An ability to organise and manage own workload to meet deadlines.

E    An ability to use a variety of ICT applications to record and store data.
E    Ability to build and maintain relationships and to work as part of a team.

D    Knowledge of the bereavement industry

	Experience:

E    General administrative experience.
E    Experience of using a range of ICT applications.
E    Experience of delivering a service to the public.
D    Experience of handling and receipting payments by cash and cheque.
D    Experience of working within bereavement services, preferably in a local authority setting.

	Special Requirements:
E   To participate in the open day events held at both sites, currently one or two weekends a year.

	NB   E    Essential

        D    Desirable                                                                                                         Date Produced: February 2025
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