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JOB DESCRIPTION and PERSON SPECIFICATION 

	SERVICE AREA:

	Legal Services and Partnerships
	POSITION NO: 	

	
SECTION:

	
Customer Services - Coroner’s Office
	
GRADE:  6



	JOB TITLE:

	Coroners Officer
	DATE PREPARED: 05.04.2023

	EVALUATION DATE:
	17.05.2023
	JE NUMBER:  NC1787


	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.



	PURPOSE:

To act as a representative for HM Senior Coroner for Hull and the East Riding of Yorkshire.  Ensure the smooth running of the Coroner’s Office and compliance with the appropriate statutory requirements and that a professional high level of customer service is provided to both bereaved families and other interested parties.

To receive reports of sudden, unexpected and unnatural deaths and complete enquiries into the circumstances of the death, exhausting all lines of enquiry in a timely environment.

Progress evidence chasing and ensure the collation of reports, documents, and court bundles for presentation to the HM Coroner to enable judicial decision making.  This includes the collation of sensitive medical and personal material.

To provide advice and guidance to bereaved families, Doctors, Funeral Directors and other interested parties to ensure that the role of the HM Coroner is understood and correct procedures relating to the coroner’s enquiry are followed.













	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	Statutory Obligations - 
Prepare files for review by the HM Coroner ensuring that all casework is progressed in a purposeful manner.

Statutory requirements include timescales and both explicit process and instruction from the HM Coroner that must be followed in order to support judicial decision making, are a key priority and accountability of the role.

Seek guidance and make certain the appropriateness of any requests for disclosure and information sharing.

	2.
	To receive reports of deaths and complete enquiries into the circumstances of the death, gathering information from a range of sources in order to understand specific issues and progress to the HM Coroner for judicial decision making.  Maintain accurate computer records for all aspects of the work, interrogating IT to retrieve information, update records and progress workflows as additional reports and information are received into the office.  Ensure all information is accurately recorded and relevant to the HM Coroner’s needs.

	3.
	Co-ordinate and manage a personal workload of assigned cases, managing the process from reporting through to closure, generating, recording, distributing appropriate accurate and complete paperwork at all stages, monitoring progress to ensure timely completion of all cases and a quality service to bereaved families.

	4.
	To discuss causes of death with medical professionals, ascertaining the appropriateness and possibility of a medical certificate of cause of death (MCCD) being issued and agree actions with the HM Coroner pursuing further investigation or other necessary activity as requested by HM Coroner.

	5.
	Make all necessary arrangements for post-mortem; this may include appointing and briefing the appropriate general or special pathologists and also attending post-mortem to represent HM Coroner as and when required.  Ensure adequate information is available to the HM Coroner to facilitate the timely release of the body (including any retained tissue or organs as appropriate) to the person legally entitled so that funeral arrangements can be made and/or organ donation facilitated. 

	6.
	To establish and maintain contact with bereaved families and other interested parties, providing appropriate accurate and timely information and advice in an ethical and empathic manner including details of post-mortem examinations if required.

	7.
	To deal with incoming calls and correspondence sensitively and professionally.  Liaising with Doctors, Pathologists, Mortuary staff, Funeral Directors and Registrars updating with information and taking appropriate action were necessary.  Maintain secure, timely, accurate and complete computerised records of all contact.

	8.
	Prepare an inquest file for review by the HM Coroner and to be used in court.  Ensure that all casework is progressed in purposeful manner and all necessary reports are available and actions completed, whilst pursuing missing information to aid the timely hearing of inquests.

	9.
	To participate in the out of hours rota to provide for a continuation of service outside of normal working hours, weekends, and bank holidays.  Filter incoming calls and make enquires as appropriate to determine when the situation needs to be escalated to the Senior Coroner in line with the Regulation 4 of the coroners (Investigations) Regulations 2013.  

	10.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various workplaces in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1. Responsibility for Staff:

None.

2.	Responsibility for Customers/Clients:

This is a key role in providing a coronial service to bereaved families throughout Hull and the East Riding of Yorkshire.  The role is vital to the investigation of deaths that are reported to the HM Coroner.

The post holder will have contact with all interested parties and stakeholders including bereaved families, witnesses, Jurors, Police Officers, Ambulance Staff, Doctors, Health Trust Staff, Funeral Directors, and Expert Witnesses (e.g., Consultants and Pathologists), Lawyers.

3.	Responsibility for Budgets:

None.

4.	Responsibility for Physical Resources:

Ensures that health and safety standards within their own work area, and the Coroners Courts are maintained to the highest standards.  


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:

Close working with other colleagues within the service including HM Senior Coroner, Area Coroner and Coroner Support Officers to ensure seamless service to bereaved families, including the exchange of information and preparation of files for inquest.  Close working with Team Leader Courts and Listings to ensure robust inquest listing.

2.	With Any Other Council Areas

Close working relationships with the Registration Service and Bereavement Service to ensure the timely availability and receipt of accurate paperwork.

3.	With External Bodies to the Council

Close working relationships with other bodies to gather information necessary to enable judicial decision making and to respond to enquiries on behalf of the coroner.   

Close working relationships with other professionals and interested parties when a case is progressed to inquest.

External Bodies include:

Mortuary Manager
Medical Professionals 
Histopathologists
Bereaved Families
Lawyers for Interested Parties
Funeral Directors
Home Office
Independent Experts
Police, PCT
External Suppliers
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	ORGANISATION CHART: Please Provide Job Titles and Grades


	

	
	
	Immediate Line Manager
Team Leader – Coroners Officer

	
	
	

	Other jobs (peers) that report to immediate line manager
None
	
	This Position
Coroners Officer

	
	
	

	
	
	Direct Reports
None








	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day-to-day office environment).
	

X
	
	
	
	
	

	



	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day-to-day office environment). 
	
	X
	
	
	
	


	This role involves attending the mortuary to be present at and represent the HM Coroner during a post-mortem examination.


	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day-to-day office environment.
	
	
	
	
	
	X
	This role involves handling graphic and detailed images of a deceased including those following a trauma or accident.
Many aspects of the work may be distressing owing to the nature of investigating deaths. This post involves constant and detailed
interaction about death including cause of death and circumstances around death, including the deaths of children.



	
PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	NVQ level 3 or equivalent qualification in related work area or equivalent work experience.
	X
	
	AF

	
	Ability to demonstrate prior learning in Medicine, Law or Investigative Practice.
	X
	
	AF

	2. 
	Relevant Experience:

	
	Previous work experience in a relevant profession such as criminal investigation, medical profession etc.
	
	X
	AF/I

	
	Experience of working within an emotionally challenging environment. 
	X
	
	AF

	
	A proven track record of commitment to high levels of customer service.
	X
	
	I

	
	Experience of providing a professional service to customers.
	X
	
	AF/I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Organised and methodical approach to work with ability to meet deadlines.
	X
	
	AF/I

	
	Confident user of computers and IT packages, good keyboard skills in order to create and maintain accurate computerised records and contribution to inquest files.
	X
	
	AF

	
	Analytical and questioning skills with the ability to process complex and conflicting information.
	X
	
	I

	
	Ability to work autonomously under pressure in stressful situations and ability to identify when to escalate issues/concerns to a manager.
	X
	
	I

	
	Ability to work effectively across a team, values, calls upon and utilises expertise of colleagues and willingness to learn from others.
	X
	
	I

	
	Ability to rapidly develop an awareness of the duties and responsibilities of a Coroners Officer.
	X
	
	I

	4. 
	Knowledge:

	
	Medical and legal knowledge and an understanding of the role of the Coroners Service.
	X
	
	AF/I

	
	Applied knowledge of Coronial Law.
	
	X
	AF/I

	
	Sound understanding of how different organisations function, and experience of dealing professionally with a variety of people in different levels with organisations.
	X
	
	I

	
	Working knowledge of the requirements of post-mortems and inquests.
	
	X
	AF/I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults (service area to include where appropriate).
	X
	
	I

	
	Ability to be professionally dissociated with the emotional aspects of dealing with death on a daily basis, while still remaining sensitive and responsive to the needs of bereaved families.
	X
	
	AF

	
	Respectful, empathetic and non-judgemental and able to maintain professional standards at all times. 
	X
	
	I

	
	Ability to assess situations which are not straightforward and exercise assertiveness, discretion and judgement as appropriate.
	X
	
	I

	
	High developed communication skills with the ability to explain complex procedures and information both clearly and appropriately to the needs of wide range audiences.
	X
	
	I

	
	Experience of public speaking.
	
	X
	AF

	
	Ability to establish and maintain professional, effective working relationships.
	X
	
	AF

	
	Written Skills

	
	Legible handwriting with accuracy and a high attention to detail.
	X
	
	

	6.
	Other:
	
	
	

	
	Able to demonstrate responsibility for safe-keeping and proper use of confidential documents and information.
	X
	
	AF

	
	Driving Licence and access to own motor vehicle.
	
	X
	AF

	

	The requirements listed below are not considered during the job evaluation process but are essential requirements for the role that will be assessed during the recruitment process.

	
7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	
	
	I

	
	Respect
	
	
	I

	
	Learning
	
	
	I

	
	Ambition
	
	
	I

	
	Partnership
	
	
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:

	
	Leading forward 
	
	N/A
	

	
	Improving services
	
	N/A
	

	
	Analysis and decision making
	
	N/A
	

	
	Making things happen
	
	N/A
	

	
	Communicating with impact 
	
	N/A
	

	
	Collaboration 
	
	N/A
	

	
	Developing self and others
	
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory - Please select: 
#BASIC 
#STANDARD 
#ENHANCED
#ENHANCED & CHILDRENS BARRING LIST CHECK
#ENHANCED & ADULTS BARRING LIST CHECK
Disclosure from the Disclosure & Barring Service (if crossed as an essential requirement). 

# Service area to delete as necessary.
	
	N/A
	DBS Disclosure
OR
Basic Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure (with or without barred list check) the candidate is required to declare full details of everything on their criminal record.
	
	N/A
	AF (after short listing)

	
	If the postholder does not require a DBS disclosure, or requires a Basic Disclosure check only, the candidate is required to declare unspent convictions only.
	X
	
	AF (after short listing)
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