[image: image1.jpg]Niz

Waltham Forest





Job Role Profile 
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	Role Title
	Mortuary Assistant 

	Directorate / Business Hub
	Governance and Finance

	
	FT/ PT (two roles)

	SAP Position Number
	50044144

	Date Prepared
	16/3/2020

	Purpose
To act as the first point of contact for the Mortuary Service users this includes monitoring a shared mailbox.

To efficiently maintain and co-ordinate the administrative processes within the Mortuary to ensure the smooth running of this department.

The post – holder will be routinely located in the Mortuary Office.

To assist the Anatomical Pathology Technologist (APT) staff with light duties.

The post-holder will be responsible to the Mortuary Service Operations Manager (MSOM) and the Senior APT in his stead. To assist the daily running of Walthamstow Public Mortuary (WPM) 

To assist the MSOM in running the mortuary in accordance with the Human Tissue Act 2004.
To maintain consistency with the Council’s quality and equality perspectives.


	Generic Accountabilities
	End Results/ Outcomes

	To understand and have the ability to follow guidelines that ensure compliance to the Health & Safety at Work etc. Act 1974, Data Protection, GDPR and associated regulations. 

	To assist the existing staff in keeping the mortuary compliant

	To assist the APTs with the cleaning and decontamination of the Mortuary
	To assist the daily running of the mortuary

	To co –ordinate the documented traceability of all samples in accordance with the Human Tissue Act 2004
	To assist the daily running of the mortuary



	To liaise with external partners , coroners officers, met police, her majesty’s coroner and funeral directors
	To assist the daily running of the mortuary

	To conduct regular audits 
	To assist the daily running of the mortuary

	To organise and manage the arrangement of appointments for viewings and identifications in accordance with departmental policy. 
	To assist the daily running of the mortuary

	To effectively deal with direct and indirect enquiries via email or telephone in a sensitive , empathetic and professional manner


	To assist the daily running of the mortuary

	To contribute, develop and implement policies and strategies as appropriate.
	To assist in the running of an efficient mortuary.

	To assist in maintaining computer database and information systems relating to the mortuary, ensuring that the confidentiality of medical reports is maintained in all dealing with users and visitors to the mortuary as appropriate.
	To ensure a fully compliant mortuary.

	To assist with the updating of standard operating procedures
	To ensure a fully compliant mortuary.

	
	

	Job Specific Accountabilities:  (These accountabilities are likely to be service specific linked to the role)

	To assist in prioritising workloads when dealing with conflicting priorities eg. Forensic post-mortems required after murders and when dealing with deaths of religious persons.
	To assist in the running of an efficient mortuary.

	To assist the MSOM in the running of the mortuary by cleaning, receiving bodies into the mortuary, with the auditing and safe-keeping of personal effects, including cash.
	To assist in the running of an efficient mortuary.

	To audit arrangements for the supervised release of bodies to authorised funeral directors or other persons in accordance with current legislation and safety procedures, including the release of tissues or samples for further examination, all in accordance with Human Tissue Act.
	To assist in the running of an efficient mortuary.

	To assist in the facilitation of London Mortuary Managers group meetings 
	To assist in the Mortuary Service maintaining its status as an industry leader.


	To assist the MSOM for the preparation of bodies for post-mortem examinations and thereafter work with pathologists. Assisting the pathologist, under their supervision with any requests during the post-mortem.
	To assist in the running of an safe mortuary.

	To maintain an awareness of and expertise in current legislation i.e. Human Tissue Act pertaining to the mortuary and of developments in other related areas.
	To assist in the running of an safe mortuary.

	To ensure the management of “unclaimed” bodies by liaising with the Council’s Property Protection Officers, hospital services, Coroner’s Officers and any other stakeholders.
	To assist in the running of an efficient mortuary.

	To deal sensitively with bereaved relatives and also to liaise and consult with internal and external interested parties associated with the mortuary, including the Metropolitan Police, Coroner’s Officers, the Coroner, pathologists and undertakers.
	To ensure a fully compliant mortuary.


	Nature of Contacts 
Deal with people at all levels confidently, sensitively and diplomatically.

Will require partnership working with external and internal partners.



	Procedural Context
To arrange invoices to be sent to solicitors, undertakers and others internal and external
To develop, implement, monitor and continuously review effective quality assurance and audit for the secure, safe and hygienic systems for the bodies



	Key Facts and Figures
To be able to assist with the movement of the deceased as required for the purpose of preparing them for post mortem and storage.
To be able to work flexibly around the needs and availability of pathologists and the service which includes different start or finish times (starting work between from 6a.m and 9a.m) and weekend working on occasion. 
To work out of usual office hours and at weekends as necessary in order to meet the requirements of the service.




	Resourcing:

Staff Management: None
Budgetary responsibilities: None
Responsibility for plant and equipment :None

	Competency Level:  All Colleagues

	Knowledge, Skills and Experience 
Experience or an understanding of the inner workings of a mortuary or funeral directors.
Experience or an understanding of technical activities relating to mortuary work.

Excellent verbal, written and inter-personal communication skills.

To be able to deal with bereaved families of all religions/cultures in a tactful and sensitive matter.
To work in a team environment
To be able to work independently and on own initiative to meet deadlines.

To be able to prioritise workload and meet performance targets.

To be able to organise workloads and maintain satisfactory work records.

To be able to implement change and assist in developing policies and procedures.

To be able to use IT systems, including databases, word processing, email 
To be able to produce reports and high level documentation.
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