Position Description

	 POSITION TITLE:   Coordinator Mortuary Services                                                   GRADE:          VI  

 DEPARTMENT:      Administrative Services                                                     STATUS: Non-Exempt

 OFFICE:                    Administrative Services                                                    REVISED: 07/01/2022
REPORTS TO:         Hospital Administrator



Position Summary:

The purpose of this position is to coordinate and oversee all processes and transactions relating to Christ the resurrection Mortuary services.
Position Scope:

Hospital Administrator; Chief Medical Officer, Department of Administrative Services; Department of Medical Services, Coordinator of Human resources; Coordinator of Environment and Security Services; Liaison with External/Local Mortuary services in the area.
Provides Direction To:

Mortician
Accountability:

Chief Executive Officer; Hospital Administrator
Examples of Essential Job Functions:

1. Provide strict accountability of all processes and transactions to the Hospital Administrator and CEO of TPFH. 
2. Provides direction, guidance and support to the CRC Mortician. Ensures high standard services are provided by the CRC mortuary.
3. Ensures that the CRC Mortuary is promoted and advertised adequately. Liaises with other outfits for purposes of getting/applying best practices.
4. Responsible for reporting the number of cases and financial accounts to the Finance office and the Hospital Administrator and CEO.
5. Attends and participates in Administrative services Department gatherings/meetings.

6. Provides the office services/documentation for mortuary transactions. Handle phone calls in English and Ibo.
7. Maintain smooth functioning of the CRC Mortuary by handling finances, distributing and routing mail, creating reports, etc. 

8. Manages the offices’ database. Organizes paper and computer files.

9. Able to keep information and records confidential.

10. Other duties as assigned.

Peripheral Functions:

1. May promote CRC Mortuary services by attending funerals or paying condolence visits to customers of CRC mortuary.
2. Takes care of calendaring events and locations. 

Qualification Guidelines:

1. High school with some more advanced studies or training. 
2. Desire to work for non-for-profit organization.
3. Bi-lingual and Bi-literate in English and Ibo. 
4. Openness to Catholic Social Teaching.
5. Preferred, working knowledge of office equipment and software programs (MS Word, Excel, Publisher, PowerPoint and Access).
Physical Requirements:
Standing, walking, sitting, lifting, carrying, pushing, pulling, stooping, kneeling, crouching, crawling, hearing, speaking, seeing, reaching, and repetitive arm/hand/finger movements.
Employee Signature ________________________________________ Date ______________

Supervisor Signature _________________________________________ Date _____________

Coordinator HR Signature ___________________________________    Date _____________
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