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Cemetery Supervisor
This job description is intended to present a descriptive list of the range of duties performed by employee(s) in this municipality and is not intended to reflect all duties performed within the job.
SUPERVISOR:
Assistant Street Commissioner and Cemetery Sexton
SUPERVISE:
Equipment Operator II and I, and Seasonal Workers
SUMMARY DESCRIPTION
Responsible for performing and coordinating the daily maintenance and operational activities for the city’s cemetery. An incumbent will be required to perform duties on an on-call basis, as needed.

EXAMPLES OF WORK PERFORMED
ESSENTIAL FUNCTIONS: The following examples of work are illustrative only and are not intended to be all inclusive.
Serves as a crew leader to employees, as needed.
Supervises and participates in the upkeep and maintenance of cemetery grounds through various activities including but not limited to mowing and trimming grounds, watering grounds, placing sod, fertilizing, trimming of trees, bushes, and shrubs, etc.; clears debris and snow from cemetery roads and intersections, etc.
Responsible for coordinating daily activities pertaining cemetery graves including, but not limited to, marking grave sites, digging graves, determining proper placement for monuments, pouring monument foundations, and placing monuments, etc.; serves as a liaison with monument companies, as needed.
Assists customers in the appropriate purchase of graves sites; prepares and maintains grave location records, grave sales, and other daily activities.
Responsible for the enforcement of provisions of municipal codes pertaining to the operation of the city cemetery. 
Assists the Cemetery Sexton in various administrative functions for the cemetery including, but not limited to, determining costs, preparing bills for services rendered, making burial arrangements, etc.; assists in serving as a liaison with burial companies and morticians.
Assists in the upkeep and maintenance of the city streets during the winter months through various activities including but not limited to concrete and asphalt repair, snow removal, etc.; assists with other street duties as needed.
Assists in the maintenance of the cemetery watering system; assists in making repairs as needed and as directed by the supervisor. 
Operates a variety of heavy and light departmental equipment, machinery, vehicles and basic hand, power, and electric tools in the performance of duties and according to established guidelines.
Performs preventative maintenance on assigned vehicles and equipment; refers defects or needed repairs to supervisor. 
Ensures the proper maintenance of tools and equipment by cleaning and checking tools and equipment after use.
Responsible for maintaining a safe work environment in the performance of duties.

Assists with the maintenance of the cemetery supply inventory including materials, equipment, and tools.
Establishes and maintains positive public relations with the general public, other employees, other governmental agencies and municipal officials.
Performs other duties as directed or as the situation dictates.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
· Federal, state, and local laws and regulations pertaining to cemetery maintenance.

· Materials, supplies, procedures, and practices utilized in cemetery and street maintenance.

· Various fertilizers and the ability to apply the methods and techniques used in their application.

· The operation of vehicles, machinery, equipment, and tools pertaining to the duties performed.

· Precautions necessary to work safely with and around automotive and mechanical equipment in order to promote a safe working environment.

· Geography of the city.

· City responsibilities and ability to use independent judgment in the performance of duties.

Ability to: 
· Plan, assign, direct, and supervise the work of subordinates.
· Work independently and safely without close supervision.

· Accurately prepare and maintain various records and other departmental documents.

· Deal with the general public, including those bereaved, in a courteous and tactful manner.

· Perform job duties efficiently while managing frequent interruptions.  

· Plan and organize a personal work schedule, set priorities, and meet deadlines.

· Understand and follow both oral and written instructions.

· Communicate effectively, verbally and in writing, in English.

· Establish and maintain effective working relationships with the general public, other employees, and municipal officials.

PHYSICAL DEMANDS AND WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions. 
Environment:  Work is generally performed outdoors and requires a considerable amount of physical activity including walking, standing, kneeling, bending, crouching, reaching, stooping, and climbing.  Work may also be performed indoors in an office setting and requires a considerable amount of sitting.  The incumbent must have the ability to transport themselves to and from various locations throughout the city and within City Hall.  Duties require the ability to tolerate an indoor and outdoor work environment which includes contact with dirt, dust, chemicals, noise, and inclement weather conditions.

Physical:  An incumbent must have the ability to lift up to 50 lbs. on a regular basis and must possess the coordination and manual dexterity necessary to operate hand and power tools and equipment utilized in the upkeep, repair and maintenance tasks.  Must also possess the ability to lift, carry, push and pull heavy equipment and tools. Work hours may occasionally be required in times of darkness. Vision abilities required include close vision, distance vision, color vision, depth perception, and the ability to adjust focus. The employee occasionally works near moving mechanical parts, in precarious places and is occasionally exposed to fumes or airborne particles, toxic chemicals, risk of electrical shock, and vibration.  The noise level may be moderate to intense depending on activity performed.

EDUCATION AND EXPERIENCE
Any combination of education and experience that would likely provide the required knowledge and ability is qualifying.  A typical way to obtain the knowledge and abilities would be:
Education/Training:
Graduation from high school or equivalent GED supplemented by two years’ experience in the area park/grounds and/or cemetery maintenance or related field or an equivalent combination of education training and experience, along with two years of supervisory responsibility.
Must have a valid Nebraska driver’s license at the time of hire.
Must be able to respond from home to work within 15 minutes under normal weather conditions.

Regular Full-Time Grade CTCM
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