



JOB DESCRIPTION
	CEMETARY: Klumpp’s Funeral Home     POSITION STATUS: F/T                        

POSITION:
 Funeral Arranger
CATEGORY: Exempt      

                     

                     


SUPERVISOR:   General Manager
JOB SUMMARY:  The Funeral Arranger serves families who have made or are making arrangements with the organization to provide funeral or cremation services by assisting with carrying out or conducting such services; and establishing and maintaining effective communication with families, clergy, and Organization staff.  Employees are required to conduct themselves in a professional manner to promote cooperative, service-oriented work environment. 

ESSENTIAL FUNCTIONS:  
1. Works with local clergy in the Diocese to serve the Faith Community.

2. Conducts Funeral Services with respect to the faith tradition prescribed by the Roman Catholic Church.

3. Guides and assists families, participants, ministers and presiders throughout the funeral or cremation service process, which may include attendant rites and rituals, as approved by the Organization.

4. Shall act as a liaison to coordinate with the cemetery any arrangements that are desired. 
5. Must be committed to meeting the goals and objectives as set forth by Catholic Funeral & Cemetery Services.  Responsible for all aspects of arranging/directing funeral services as assigned.

6. Consult families and/or friends of the deceased to arrange funeral details such as obituary notice wording, casket selection, and plans for services.

7. Complies with all government regulations regarding funeral and cemetery services as such duly apply.

8. Complies with all funeral and cemetery policies, regulations and directives set by the Organization.

9. Attends scheduled training or licensing/certification programs needed.

10. Attend “Law Review & Arrangement Counselor Training Seminar”, pass test and obtain a certificate.

11. Accurately prepares and processes a variety of correspondence and documents including contracts, receipts, and other forms.

12. Assists in the training of any Organization employee as directed.

13. Achieve the financial goals of the location while executing the marketing strategies of the Organization in collaboration with the sales team.

14. Ensure all company operational procedures and policies are implemented and practiced.

15. Ensure that a premier level of client satisfaction is provided exceeding client families expectations.

16. Ensure visitations and services are conducted in a manner that exceeds the expectations of our client families and friends.

17. Develop and maintain a positive and productive working environment.

18. Practice and promote teamwork among location staff.

19. Continuously review processes and procedures to identify areas for potential improvement.

20. Select or purchase materials for operations within budgetary guidelines using approved vendors at discretion.

21. Ensure compliance with operating budget and company procedures.

22. Performs other duties assigned.

OUTREACH

1. Make outbound calls to schedule Advance-Planning appointments, outreach and networking.

2. Contact At-Need families in order to start their Advance-Planning.

3. Contact all Referrals, Outreach leads, Walk –in / Call-in leads, Direct mail leads, etc.
4. Attend Outreach events on a regular basis and follow-up with all leads with the purpose of setting appointments.

5. Network within their community
REVENUE EXPECTATIONS 

1. The Minimum Quarterly Pre-Need (Trust) Revenue is $64,800

2. Ensure that all leads are entered into FACTS; follow-up with leads and keep FACTS updated.

3. Understand that management reviews FACTS regularly and are subject to review at any time.

MINIMUM QUALIFICATIONS:   
Education:  Any combination of education and experience likely to provide the required knowledge, skills and abilities, typically:

· Accredited Associate of Arts (AA) degree, or equivalent certification and experience.

· Experience in customer-service or related fields requiring direct public contact.

Skills / Knowledge:  Possess a valid Driver’s License and proof of insurance. Possess knowledge of Organization’s policies and procedures. Interpersonal skills including tact, patience and diplomacy. Knowledge of modern office methods and technologies. High-level understanding of all competitors and the demographics patterns influencing business and market share. Possess good oral and written communication skills as well as good interpersonal skills. Must be able to work a flexible schedule. Some weekend and evening work required. Position involves sitting, standing and/or walking. Requires ability to regularly exert up to 50 pounds of force to lift or move objects. Physical agility required moving downward and/or forward by bending legs and spine. Physical ability to sustain movements especially of the fingers, wrists, hands or arms. Ability to express or exchange information by means of the spoken word. Able to work in a team-oriented environment, handle multiple assignments consecutively and prioritize workload.  
_________________________   __________

____________________________    ___________
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