

	Competency Based Job Profile 



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Corporate Resources,
                            Business Support
	SERVICE GROUP: H.M. Coroner’s
                                Office

	POST TITLE: Coroner’s Services

                       Manager – H.M.
                       Coroner’s Office
	REPORTS TO: H.M. Senior Coroner

                          Bradford & Business

                          Support Manager

	GRADE:  PO3
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The following points should be noted: 
The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  As a candidate/employee you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role. 

	Key Purpose of Post: 

	To strategically manage the Coroner’s Service in line with the Chief Coroner and Senior Coroner priorities and the Council’s Corporate objectives. 

To ensure that a high quality, professional Coroner’s Service is delivered to the people of West Yorkshire, Western Division (the area covered by Bradford, Calderdale and Kirklees) to include both administrative support to the Senior Coroner and managing the Coroner’s inquests and jury hearings.
To plan, develop and implement services at the Bradford Coroner’s Office (administration, HR and Finance) which meet the current and future needs of the Service and the Council. 



	Main Responsibilities of Post: 

	· To support the Senior Coroner in the delivery of a high quality Coroner’s Service.

· To contribute to the planning, development and implementation of processes and 

Systems, to promote an effective, efficient and flexible service provision. 

· To promote a performance management culture within the service, encouraging continuous improvement, value for money, partnership and collaborative working.

· To liaise with the Senior Coroner and his Deputies in the reasonable and proper performance of their statutory duties.

· To provide leadership and management of the business support function for the 

Coroner and Coroner’s Officers attached to the Court by West Yorkshire Police, 
including regular supervision and appraisals, in accordance with Council policy.

· To manage implementation of the Coroner’s judicial directions.

· To plan and review the Coroner’s Services business planning processes, resulting 
           in satisfactory outcomes for the bereaved.

· To lead on specific project management of major policy or service initiatives, 
           including electronic document records management and the implementation of the 
           national programme for Coroners Reform.
· To own and manage service risks seeking assurances on the effectiveness of 

controls and treatments.

· To take responsibility for the reputation and image of the Coroner’s Service both 

internally and externally.

· To create, maintain and enhance effective working relationships and 

communication with Senior Coroner, Area Coroner, Assistant Coroners, the Chief 

Coroner, West Yorkshire Police, Senior Council Managers and other Partner and Stakeholder Organisations.

· To represent the service as appropriate, presenting policy procedure and practice issues both within and outside the organisation.

· To develop, publicise and monitor the achievement of customer based service
standards.

· To identify, negotiate and implement change and improvements in services.
· To identify information necessary to monitor the achievement of service objectives 
           and improvement in services to meet current and forecasted need.

· To plan, monitor and evaluate services and the performance of teams and 
individuals against specific objectives to achieve the best possible standards of 

service and value for money.

· To be responsible for compliance with the Council’s Financial Procedures, in 
respect of the handling of cash for the payment of Witnesses and Jurors and other miscellaneous expenditure associated with the Coroner’s Service.
· To practice good employee relations enabling all employees to make a valid 
contribution to the development of the service.

· To develop and motivate teams and individual employees to ensure appropriate performance in achieving high quality and enhance service delivery.
· To manage recruitment and selection procedures.
· To lead on the deployment and implementation of all Council Policies and 
Procedures, ensuring that staff are aware of and observe statutory and Council requirements.

· To be responsible for the Coroner’s Records Archive.
· To contribute to the development of initiatives within Legal & Democratic Services 
And the Department of Corporate Services.
· Liaison with Premises Management with regard to the running and maintenance of the Court and Office premises.

· To ensure that all work functions are undertaken in accordance with Health & 

           Safety legislation and Codes of Practice.

· To monitor the progress of individual cases and ensure the production of the associated documentation as required by the Coroner.

· To manage the administration of all electronic and computer systems used in the Office.  In addition to standard operating packages, the Coroner Database provides a case management tool for all deaths reported to the Coroner.  

· To control and monitor an annual budget of £768k, including preparing estimates, monitoring expenditure and income, authorising the procurement of goods and services and negotiating fees and charges.  
· To ensure adequate cover for the Coroner during periods of annual leave and absences to attend meetings, functions and training courses.  To maintain the Court diary in his absence, with regard to the listing of cases for hearing.

· To ensure the provision of accurate and up-to-date management, statistical and other information as required by the Coroner, Bradford Council, the Ministry of Justice and other agencies.

· To deal with enquiries from the general public, the legal profession and insurance companies with regard to current and archived cases. This will include dealing with confidential information of a sensitive and possibly distressing nature.
· To liaise with the media, legal representatives etc, in relation to cases being dealt with by the Coroner, including dealing with sensitive and distressing information and difficult queries.
· To attend Court as and when required to provide administrative support to the Coroner.

· To understand and embrace Bradford Council’s policies and practices on attendance which seek to establish a positive attendance culture and promote staff welfare.

· To ensure that all Bradford Council policy statements are observed and carried out so that the working environment is free from harassment, discrimination and victimisation.

· To develop Bradford Council’s commitment to equal opportunities and to promote non-discriminatory practices in all aspects of work undertaken.

· In accordance with the provisions of the Data Protection Act 1998, to take reasonable care to ensure that personal data is not disclosed outside Council procedures, or use personal data held on others for their own purposes.  In accordance with the provisions of the Freedom of Information Act 2000, ensure 
requests for non-personal information are dealt with in accordance with the Council’s written procedures.

· All employees have a responsibility to ensure that their work complies with all statutory requirements and with Standing Orders and Financial Regulations of Bradford Council and to ensure that all work functions are undertaken in accordance with Health and Safety legislation and codes of practice.
· To undertake any other duties required by the post and within the competencies of 
           the post-holder.


	Structure:
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	Special Knowledge Requirement. Will be used for short-listing. 

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	Essential

	Carries out a variety of working practices, applies complex regulations, rules, procedures and processes across the Coronial technical /specialist area.
	X

	Uses knowledge of health, safety and environmental policies, procedures and regulations including risks at the Coroner’s Office.
	X

	Uses a range of complex IT packages relating to Bradford Council and the Coroner’s Office.
	X

	Ability to adopt a process of continual improvement and suggest ways of working more efficiently and effectively to improve service delivery.
	X

	Knows and understands how to use, interpret, handle and communicate information.
	X

	Knowledge of a Court setting and the protocols that exist.
	X

	Knowledge of the role of a Coroner, Coroner’s Assistants and Coroner’s Officers.
	X

	Knowledge of the tasks and work carried out within a Coroner’s Office and of the Coroners and Justice Act 2009 and Human Tissue Act 2004.
	X

	Relevant experience requirement: 


	A minimum of 3 years working in a Council or Coroner’s Office or similar large complex organisation in a supervisory/management role delivering customer service.

	Relevant professional qualifications requirement:


	NVQ Level 5 in Management or equivalent degree qualification or 5 years management experience in a large complex organisation.

	Core Employee competencies at manager level to be used at the interview stage. 



	Carries Out Performance Management – covers the employees capacity to manage

 their workload and carry out a number of specific tasks accurately to a high standard. 

	Communicates Effectively - covers a range of spoken and written communication skills required as a regular feature of the job. It includes exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information. 

	Carries Out Effective Decision Making - covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity - covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships. 

	Operates with Dignity and Respect - covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.  

	Management Competencies: to be used at the interview stage. 


	Operates with Strategic Awareness Our managers work with corporate priorities and policies in a joined up way with others, internally and externally. Works democratically, transparently and accountably.

	Practices Appropriate Leadership Our managers motivate their staff to exceed expectations through raising their awareness of goals and moving them beyond self interest for the sake of the team or service. They consider serving the District in all that they do.

	Delivering Successful Performance Our managers monitor performance of services, teams & individuals against targets & celebrate great performance. They promote the District’s vision & work to achieve Council’s values & agreed outcomes.

	Applying Project and Programme Management Our manager’s work to ensure that outcomes and objectives are achieved within desired timescales, make best use of resources and take a positive approach to contingency planning.

	Developing High Performing People and Teams Our managers coach individuals and teams to achieve their potential and take responsibility for continuous improvement. They champion the Council’s values and goals.


	Working Conditions: 
 

	Must be able to perform all duties and tasks with reasonable adjustment, where           appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.

	Compiled by: MM
Date: 24.04.2017
	Grade Assessment Date:


	Post Grade:


	For HR use only
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H.M. Senior Coroner Bradford & Business Support Manager











Coroners Services Manager – Coroner’s Office











Business Support Team
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