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JOB DESCRIPTION

POST TITLE: 
National Relief Manager
HOURS:

Full-time (45 hours a week)
ACCOUNTABLE TO: 
Operations Director
SALARY:

£36,000 plus cost of living bonus
PLACE OF WORK: 
Field-based Monday to Friday

DELEGATED AUTHORITY
As specified from time to time by the Operations Director 
JOB PURPOSE

Memoria operate and manage 14 Crematoria and Memorial Parks throughout mainland UK. We are looking to recruit a 4th National Relief Manager to our team to help support our sites during periods of staff shortages/holidays/sickness etc.,

Directly responsible to the Operations Director for all operational aspects across all facilities, the right candidate will be fully trained in all aspects of the role to allow them to fit seamlessly into whatever role they are required to do. This will ensure the provision of a smoothly-run, high quality bereavement service which conforms in all respects with current status, local authority regulations and ICCM guidelines, and under Memoria company policy. This role includes travel and working away from home up to 5 days a week.
Five star standards of service drive everything we do and we expect all our staff to live up to our mission statement as we look after the bereaved on one of the most difficult days of their lives.

During your regular working day you may come in to contact with the general public, Funeral Directors, Memoria Directors, Medical Practitioners, Coroners, Registrars (of Death), Members of the Clergy and Civil Celebrants as well as Contractors/Suppliers. You have a keen eye for detail and must possess a high degree of computer literacy. You will be immaculately turned out at all times.
PERSON SPECIFICATION CRITERIA
Skills/Abilities/Knowledge

1. Good knowledge of legislation concerned with the statutory duties of a cremation authority regulations and the Environmental Protection Act 1990.
2. 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.

3. Ability to communicate effectively with staff, to organize and prioritise workloads and to lead, motivate, develop and train staff.

4. You will need to be a passionate about service excellence, people and show an empathetic and calm nature.
5. Ability to work as a member of a team in any role.
6. Ability to follow established statutory and office procedures.

7. Excellent proven interpersonal, verbal and written communication skills. Ability to maintain accurate records in legible script and with the use of IT systems services.
8. Numeracy skills sufficient to monitor budgets and deal with cash handling, recording and banking.

9. High level of IT skills particularly Microsoft Excel and Word. Experience using a bespoke administrative system would be welcome.
10. A knowledge of Health and Safety Legislation as it relates to a crematorium and ensuring appropriate compliance.

11. Job holders must be of a height and strength to permit them to shoulder a coffin as part of a 4-person team during services.
12. A hands-on individual able to work with different people in different scenarios.

13. The ability to work across all disciplines within a crematorium – this includes: administration, banking, IT, cremation, chapel attending. (all training will be provided).

14. Flexible approach to working and able to work away from home 5 days a week.
OUT OF HOURS RESPONSIBILITIES

1. May be required to assist with the opening of new sites. 
2. Out of Hours responsibilities during the week but no weekend working.
RELIEF OPERATIVE RESPONSIBILITIES

1. To cover/support any facility that requires support, this will include working away. This will often occur at short notice so flexibility is a must.
2. To interchange rolls on request i.e. Manager/Admin/Chapel Attendant/Cremator operator/Grounds assistant under the above criteria.
3. To assist with the opening of new facilities and snagging lists. 

4. To cover all Memoria sites as required.
