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Job Description

POST TITLE: 			Funeral Services Consultant
				
DEPARTMENT:	Memoria Funerals 

HOURS:                		Full-time (40 hours a week) 

RESPONSIBLE TO:		Operations Director

LOCATION:			Stockton on Tees

Our Mission Statement
“Memoria Funerals has a mission to provide exceptional standards of service and facility to the bereaved families that use its services. This is because it is not only commercially sensible to do so but also because it is an essential act of human decency towards people who have just lost a much loved member of their family or friend. Bereavement is the price we must all pay for the joy of loving and being loved. The loss of a loved one is the most stressful, unhappy and traumatic experience that we will face in life. We at Memoria Funerals we realise that we are unable to eradicate such pain but we also know it is our responsibility and duty to be as efficient, kind, respectful and polite as humanly possible to our clients at their time of grief.”

Job Purpose 
As a Funeral Services Consultant for Memoria Funerals, you will play a key role in supporting families both at the time of need and in planning for the future. You will be responsible for at-need and pre-need sales, funeral arrangements, administration, and the ongoing support of pre-paid funeral plans. The role requires a compassionate, professional, and ethical approach, ensuring all services are delivered in line with Memoria’s standards of care, quality, and compliance.

Key Responsibilities
At-Need Sales
· Respond promptly and sensitively to enquiries from bereaved families at the time of need.
· Explain funeral options, services, and pricing clearly and compassionately.
· Guide families through decision-making while respecting cultural, religious, and personal preferences.
· Secure funeral service sales in line with company targets, ethical standards, and regulatory requirements.
· Accurately document client choices and obtain all required authorisations.
Pre-Need Sales
· Promote and sell pre-arranged and pre-paid funeral plans to individuals and families.
· Conduct consultations to explain the benefits, features, and protections of pre-need planning.
· Build and maintain relationships within local communities to generate pre-need enquiries.
· Achieve agreed sales and conversion targets while maintaining a client-focused, compliant approach.
· Ensure clients fully understand plan terms, conditions, and documentation.
Arrangements
· Arrange and coordinate funerals from initial instruction through to service delivery.
· Liaise with internal teams and external providers, including crematoria, cemeteries, celebrants, and third-party suppliers.
· Organise and confirm service details such as music, readings, timings, and special requests.
· Ensure all arrangements are delivered accurately, respectfully, and on time.
· Attend funerals where required to support families and ensure service standards are met.
Pre-Paid Support
· Provide ongoing support to clients with existing pre-paid funeral plans.
· Act as a point of contact for plan-related enquiries, updates, or amendments.
· Maintain accurate and up-to-date records of pre-paid plans and client communications.
· Liaise with internal departments and external providers to ensure smooth plan fulfilment.
· Support the activation of plans sensitively and efficiently when required.
Administration
· Complete all sales, funeral, and client documentation accurately and within required timescales.
· Maintain records in CRM systems in line with GDPR and company policies.
· Process payments, invoices, and third-party costs correctly and efficiently.
· Ensure compliance with internal procedures, regulatory standards, and audit requirements.
· Support branch reporting and administrative tasks as required.
· Contact clients regarding the delivery of their loved one’s ashes, update records accordingly, and coordinate with the ashes delivery team as needed.

Role Requirements
· Experience in a customer-facing, sales, or service role (funeral sector experience desirable but not essential).
· Strong interpersonal and communication skills, with the ability to manage sensitive conversations.
· Sales capability balanced with empathy and ethical service delivery.
· Excellent organisational and administrative skills with strong attention to detail.
· Proficient in using CRM systems and digital communication tools, including video calls.
· Ability to work independently and as part of a wider team.
· Willingness to attend team meetings with video and audio presence.
· Flexibility to work remotely and travel when required.
Benefits Offered
One of our top priorities is to maintain the health and wellbeing of our employees and their families. To achieve this goal, we offer comprehensive benefits.

· 25 days holiday per year plus public holidays
· Death in Service Benefit - 4 x salary 
· Company pension 3% employers contribution, 5% employees contribution
· Employee assistance programme Health Cash Plan
· Discretionary bonus scheme
· Employee Referral Bonus Program
Equal Opportunities Statement
“Memoria is an Equal Opportunity Employer. Our policy is clear: there shall be no discrimination on the basis of age, disability, sex, race, religion or belief, gender reassignment, marriage/civil partnership, pregnancy/maternity, or sexual orientation.

We are an inclusive organisation and actively promote equality of opportunity for all with the right mix of talent, skills and potential. We welcome all applications from a wide range of candidates. Selection for roles will be based on individual merit alone.”
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