



 SEQ CHAPTER \h \r 1Diocese of Sacramento

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

POSITION:
 Prep-Room Manager           SCHEDULE: Monday-Friday 8am-4:30pm,

                                                                                           with ½ hour lunch
CATEGORY: Non-Exempt      



                     



SUPERVISOR:    General Manager
JOB SUMMARY:  Responsible for monitoring the flow of visitors and coordinating incoming and outgoing mail. In addition, this position will be required to replenish supplies, answer phones, and perform slight secretarial work.   

ESSENTIAL FUNCTIONS:  
1.  Provide reception services for the office 

· Welcome and direct visitors.

· Answer telephone and direct calls appropriately
· Screen call’s to transfer to appropriate individual and offer assistance

· Take complete messages: Full Name, Date, Phone Number, Regards of Matter for Call
2. Complete first call information (death call) and deliver to Funeral Director/Arranger.

3. Print stationary for services (register books, prayer cards, and memorial folders) and maintain inventory and order after manager approval. 
4. Make Memorial DVD’s.
5. Intake clothing and other items from families, label and place in prep room (attach the dressing and cosmetic form to garment bag and place in prep-room).
6. Give cremated remains to families for pick up with proper release forms (signed and placed in case file). 
7. Provide families with Certified Death Certificates and record in binder date of pick up.

8. Update online obituaries and approve Tribute Notifications.

9. Assist Administrative Assistant with filing.

10. Print casket scrolls and tree cards (Batesville).

11. Assist with visitations when needed.

12. Restock front offices with supplies, forms, business cards, GPL’s, DCA Booklets, etc.

13. Maintain order and cleanliness of front lobby and offices.
14. Other duties as assigned.

MINIMUM QUALIFICATIONS:

Education:  High school diploma or equivalent
Experience: One year of clerical and secretarial experience. Proficiency in HMIS and FACTS.
Skills / Knowledge:  Proficient in Microsoft Word and Excel; excellent phone skills; good organizational skills; ability to maintain strict confidentiality; professional temperament and appearance; ability to communicate effectively in oral and written form using correct spelling, grammar and punctuation; practicing Catholic with knowledge and understanding of the Catholic Church in general; ability to work and relate to a variety of personalities and cultures with diplomacy, friendliness and poise.  Able to work in a team-oriented environment, handle multiple assignments consecutively and prioritize workload.  
_________________________   __________

____________________________    ___________
EMPLOYEE SIGNATURE
        DATE

SUPERVISOR SIGNATURE  

    DATE            
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