
 
 

 
                                         HUNNABALL FAMILY FUNERAL GROUP 

                                         JOB DESCRIPTION 
 

 
POSITION:  TRAINEE COMMUNITY FUNERAL DIRECTOR   
 
REPORTING TO: BRANCH SUPERVISOR   
 
JOB SUMMARY:  
 
To discuss with the bereaved family their wishes and assist them in arranging a funeral service that matches 
their requirements. 
 
To provide the highest level of support and care to the bereaved in a dignified and professional manner.  
 
To assist and support the bereaved when visiting the chapel of rest to view the deceased. 
 
To conduct all funerals specifically for Janet C Davies Funeral Service and elsewhere if required, as directed by 
Senior Management. 
 
To complete all the necessary documents for the funeral and all internal reports in a timely manner. 
 
To engage in community relations activities within your local area in conjunction with the Area Manager and 
PR/Marketing Department. 
 
MAIN DUTIES: 
 
To meet and greet clients and visitors to the branch in a friendly and courteous manner. 
 
 To handle phone calls and deal with all enquiries in a timely and professional manner, in or out of normal 
working hours and at weekends. 
 
To assist clients in making funeral arrangements in a dignified and supportive manner, both in the office and at 
the family home. 
 
To conduct Funerals as required for the branch at which you are located and from time to time for other 
branches. 
 
To maintain client confidentiality at all times.  
 
To accurately complete all the documentation with the client to ensure the provision of the funeral service 
required by them. 
 
To accurately complete all other documentation required to complete the funeral arrangement and ensure 
despatch of same in a timely manner. 
 
To identify all the necessary costs involved in providing a funeral as requested by the bereaved.  
 
To assist clients in choosing the coffin / casket required, making full use of the coffin showroom (where 
provided) 
 



 
To support clients in viewing the deceased during, and outside of, normal hours. 
 
To liaise with those outside agencies such as ministers of religion, doctors / hospitals, crematoriums, 
cemeteries etc. who are required to complete the funeral arrangements in a friendly and courteous manner. 
 
To assist clients in choosing floral tributes, to actively and positively promote the sale of same. 
 
To assist clients in placing obituary notices, to actively and positively promote the sale of same. 
 
To assist clients in preparing service sheets, to actively and positively promote the sale of same. 
 
To assist clients in ordering memorials (masonry), to actively and positively promote the sale of same. 
 
To assist clients in the purchase of prepayment plans, to actively and positively promote the sale of same. 
 
To assist in keeping the premises clean and tidy at all times and to report any defects or damage to the Branch 
Supervisor in the first instance. 
 
To deal with all monies received in to the branch in the manner laid down by the company from time to time  
 
To accept and account for donations in the manner laid down by the company from time to time.  
 
To prepare in an accurate and timely fashion all statistics, reports and returns that are required on a weekly or 
monthly basis in the manner laid down by the company from time to time. 
 
To ensure that all funeral documentation is produced in readiness for the invoicing process. 
 
To ensure correct input into the Group IT system. 

 
You will make yourself aware of and abide by the rules and codes of conduct laid down by the company, this is 
particularly important in the case of health and safety and fire procedures. 
 
You will behave in a professional manner at all times and assist and co-operate with all other members of 
staff. 
 
You are expected to maintain the highest standards of conduct, appearance and best practice within the 
company at all times.   
 
You are required to carry out any and all other duties as may be directed or specified by the management 
from time to time to assist in the smooth running of the business  
 
This job description is subject to amendment in response to the changing needs of the company after 
consultation and is not to be seen as exhaustive. 
 
Terms and conditions are as laid down in your contract of employment. 
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