Cemetery Supervisor - Job Description and Personal Specification

		
Salary Scale:		LC1, SCP13-17, £29,064 - £31,022  
Hours:	37 hours per week 
plus participation in weekend rota, with hours to be taken back as time off in lieu
Reporting to: 		Site Supervisor
Responsible for: 	Day to day supervision and allocation of work for Grounds Maintenance 				Operatives
Contract: 		Permanent (subject to satisfactory completion of probationary period)

The Role

To be responsible for the day-to-day operation of Thornbury Cemetery, ensuring its maintenance to a high standard, the smooth running of internments and ensuring compliance with all relevant health and safety legislation and cemetery regulations.  To officiate at interments carried out by families, and to liaise with funeral directors and monumental masons.  To be responsible for the day-to-day supervision, allocation of work and motivation of Grounds Maintenance Operatives.  To assist in a project to develop the adjacent meadow into a memorial woodland, area of ashes interment and garden of remembrance, and once completed, to oversee and manage all operations and grounds maintenance within it.  To have, and to continually develop, a good degree of horticultural knowledge to assist with improvements to the biodiversity, and other ecological development, of the Town Council’s green spaces.  To work as an active member of the outdoor team and to flexibly work with the other supervisors in the team to ensure all operations are carried out to a high standard across all outdoor spaces belonging to the Town Council, which will include participation in a weekend rota covering other sites in the Council’s ownership.  
Key Tasks and Responsibilities

1. Oversee and manage all operations that take place in the Cemetery grounds.  

2. Ensure day-to-day site safety across all cemetery areas, supervising grounds maintenance activities, burial preparation and contractor operations to ensure work is undertaken safely and in accordance with legislation, risk assessments, safe systems of work and Council procedures.

3. Oversee the permit scheme for memorials, to check all required permits are in place and that only permitted memorials are allowed.

4. Maintenance and security of all Cemetery buildings, working with the Facilities Officer.  

5. Care and security of all tools and equipment.

6. Supervision of staff under your management to ensure they operate in a safe and efficient manner.

7. Prepare plots for interment of cremated remains, ensuring this is carried out safely.    

8. Arrange attendance of a member of the team at all interments at the Cemetery, assist funeral directors, clergy and families as required, ensure that all documents are signed as required and convey all such documents safely to the Deputy Town Clerk.

9. Responsible for ensuring the maintenance of all plots at the Cemetery that are part of the Council’s historic grave maintenance scheme to a high and consistent standard.

10. Safe keeping of Cemetery plans and updating as necessary.

11. Assistance to the general public, funeral directors and monumental masons regarding the location of graves at the Cemetery.

12. Undertake routine inspections of memorials (in line with Institute of Cemetery and Crematorium guidelines, including correct recording of the inspection), pathways, excavation areas and cemetery grounds, to identify hazards such as unstable memorials, uneven surfaces or weather-related risks, ensuring appropriate control measures are implemented and defects reported in line with Council procedures.

13. Assist with the preparation and review of risk assessments and safe systems of work by providing operational input based on site inspections, contractor activity and identified hazards.

14. Ensure the correct and safe use of tools, vehicles, machinery and personal protective equipment (PPE) by staff and contractors.

15. Act as the first point of contact for on-site incidents or emergencies, taking immediate action to secure the area, ensure public safety and escalate matters to management or emergency services where required.

16. Undertake any additional health and safety duties or site safety activities as reasonably required, ensuring compliance with Council policies, relevant legislation and safe working practices.

17. Ensure all grounds maintenance is carried out in line with agreed grounds maintenance regimes, including leading any changes to the regime introduced to increase biodiversity and other green initiatives.

18. Assist in a project to develop the adjacent meadow into a memorial woodland, area for ashes internment and garden of remembrance, and once complete, oversee and manage all operations and grounds maintenance within it.    

19. Responsible for grounds maintenance in St Marys Churchyard in line with agreed grounds maintenance regimes, including fostering good and effective relationships with volunteer groups and other Church representatives as necessary, as well as carrying out routine inspections of the open space, including memorials and pathways.     

20. General maintenance of open areas and floral displays at the Cemetery.

21. Use knowledge of horticulture to increase the biodiversity and ecological value of green spaces within the Cemetery, St Marys Churchyard and Cemetery Meadow, and continue to develop and share that knowledge to similarly enhance all Town Council green spaces.

22. General maintenance tasks including painting and repairs to fencing, seats and other outside equipment.

23. Undertaking any other tasks at the Cemetery or at any other Council operated locations as may be reasonably required.



Personal Specification

	
	Essential
	Desirable

	Qualifications/Certificates
	
	

	Full driving licence
	
	

	GCSE or O Level in five subjects, including Maths and English 
	
	

	Recognised qualification in Horticultural certificate that incorporates ecology 
	
	

	Cemetery and Burial Management
	
	

	H&S Qualifications such as IOSHH Managing Safely
	
	

	Risk Assessment Training
	
	

	Supervisory and Customer Service 
	
	

	
	
	

	Knowledge & Skills
	
	

	Excellent grounds maintenance skills including use of ride on machinery
	
	

	Proficiency and safe operation for a range of powered hand tools and machinery 
	
	

	Attention to detail when completing legal documentation and keeping records updated  
	
	

	Good understanding of horticulture 
	
	

	Understanding of burial and interment processes and cemetery operational standards
	
	

	Ability to develop and maintain good relationships with stakeholders (e.g. church volunteers, funeral directors, memorial masons, etc.)  
	
	

	Compassionate communication and skilled handling of enquiries or complaints in a sensitive setting
	
	

	Effective supervision and motivation of junior members of staff  
	
	

	Good knowledge of Health and Safety principles in the workplace (Health and Safety at Work etc. Act 1974)
	
	

	Confident reviewing risk assessments
	
	

	Monitoring contractor compliance on site including ensuring adherence to policies and procedures
	
	

	Able to undertake the physical requirements of the role, including outdoor manual work in all weather conditions, operating ride on machinery, lifting and moving equipment, prolonged periods of standing, walking over uneven ground, and assisting with operational site duties.
	

	

	
	
	

	Work Experience
	
	

	Extensive experience in maintaining public green spaces, cemeteries, parks or landscaped sites
	
	

	Demonstrate experience delivering high-quality customer service in a public-facing role, ideally within sensitive or regulated environments
	
	

	Experience of staff supervision/management, including training, setting and monitoring work, compliance with health and safety regulations, etc.  
	
	

	Experience in a cemetery or related service.  
	
	

	Experience of developing an open space into a public amenity.  
	
	

	Experience of increasing the biodiversity and improving ecological values of an open green space
	
	

	Experience carrying out risk assessments and ensuring compliance in outdoor operational settings
	
	

	
	
	

	Behaviours and Characteristics
	
	

	Ability to work on own initiative, with minimal supervision and as part of a team
	
	

	Focussed on solutions rather than problems
	
	

	Ability to work flexible hours including evenings and weekends where required
	
	

	Excellent customer service commitment
	
	

	Energy, enthusiasm and commitment 
	
	

	Strong time management and ability to prioritise
	
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