CEMETERY SUPERINTENDENT

FLSA STATUS: Exempt

NATURE OF WORK

This is sSkilled maintenance, supervisory and administrative work in the care and maintenance  operation  of theof a cCity-owned cemetery.  Work is performed under the managerial direction of the Public Works Director.  Supervision is exercised over equipment operators and seasonal employees.


ESSENTIAL FUNCTIONS OF WORK  (May not include all of the duties performed.)

Plans, organizes, schedules, assigns and evaluates the work of equipment operators and seasonal employees engaged in maintaining the city-owned cemetery; trains, orients and counsels employees regarding procedures, safety and equipment operation; takes disciplinary actions, as needed. Position also assists in all areas when needed. 

Prepares work schedules; organizes priorities and makes crew assignments; inspects work of crews while work is in progress and upon completion., and assists with work of crews as needed.

Confers with families and  funeral directors, making arrangements for burials; shows and sells burial lots; supervises collection of lot sales and burial fees; escorts funeral processions; provides assistance during burials.

Directs and supervises the preparation and completion of internment sites. Supervises and prepares grave sites for burial to include, grave digging, vault placement, grass and monument placement.

Maintains cemetery grounds, repairs graves that have settled, applies fertilizers and herbicides, installs and repairs sprinkler system, clears snow.

Maintains records on work activities; inventories and orders materials and supplies; prepares reports on maintenance activities.

Maintains a system of cemetery records and assists families with grave locations.

Prepares annual budget for division; monitors budget expenditures.

Receives and responds to citizen inquiries and complaints.

Assures proper safety standards and precautions are adhered to.

Develops Master Plans for the use and operation of city-owned cemeteries; develops and implements plans for cemetery operations and expansion.

Operates a variety of equipment including; backhoe, dumptruck and tractor; performs maintenance and repairs of equipment when needed. Keeps abreast of newly developed techniques and equipment.

Oversees preventive maintenance on equipment; assures equipment is in proper working order; recommends the purchase of new equipment.

Performs other related duties as assigned.

REQUIREMENTS OF WORK

Thorough knowledge of cemetery operations and maintenance.
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Thorough knowledge of standard hand and power tools and equipment used in cemetery maintenance activities.

Thorough knowledge of safety standards and precautions pertaining to the use of tools and equipment and the use of pesticides and herbicides.

Considerable knowledge of effective supervisory practices and techniques.

Knowledge of office management and office equipment.

Ability to plan, organize, schedule, assign and evaluate the work of subordinate employees.

Ability to plan, schedule, organize and prioritized a cemetery operations and maintenance program.

Ability to maintain records and to prepare reports.

Ability to communicate effectively, both orally and in writing.

Ability to establish and maintain effective working relationships with other employees, funeral directors, monument companies, vault companies and the general public.

Ability to perform 24 hour standby for funeral emergencies and to schedule appointments for lot purchases at all times.

Ability to operate a motor vehicle.

Ability to climb equipment, operate the equipment safely and effectively, and hear instructions while equipment is operating.

Ability to respond to emergency situations effectively, efficiently and calmly.


DESIRED MINIMUM TRAINING AND EXPERIENCE

Completion of high school and five years of progressively responsible experience in grounds keeping activities in cemetery grounds keeping activities, including three years of supervisory experience; or any equivalent combination of training and experience.


NECESSARY SPECIAL REQUIREMENTS

Must be bondable and insurable. Must possess of a valid North Dakota commercial driver’s license and appropriate endorsements for equipment used on premises..
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PHYSICAL REQUIREMENTS

While performing the duties of this job, the employee is regularly required to talk or hear. The employee frequently is required to stand; walk; use hands to finger, handle or feel; and reach with hands and arms.
The employee is occasionally required to sit; climb or balance; and stoop, kneel, crouch or crawl. The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.
