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ROLE PROFILE


Role Title:  

Assistant Coroner’s Officer

Service Area:  
 Regulatory Services
Directorate: 

 Place
Accountable to: 
Coroner’s Office Manager 
Grade: 

F


Competency Level: 2
JE Code:

JE1908
Purpose of job (outline what, to whom and why)
Coroners are officers appointed by the Council to investigate any sudden or unexplained death. They are independent of both Local and Central Government and are required to act in accordance with laid down rules and procedures. Most Coroners have a team of people supporting them in their work.

Purpose of the post holder’s role:

To meet the specific requirements contained within relevant legislation, coronial law and Milton Keynes Council’s policies and processes with regards to carrying out the functions as required by the appointed coroner
To provide a  support service to HM Coroner for Milton Keynes in respect of sudden and unnatural deaths and Treasure Trove.
Key Objectives (list what outcomes are essential)

	1
	To assist the Coroner’s Officers to ensure all  enquiries are carried out efficiently so that suitable decisions can be made up to and including inquests

	2
	To ensure families are kept informed regarding causes of death and are   directed to appropriate support as required

	3
	To assist the Coroner’s Officers with the correct identification  of the deceased is made in line with relevant legislation, polices and procedures.

	4
	Reports of potential treasure are recorded, investigated and assessed

	5
	To effectively and efficiently operate administrative procedures especially in relation to the preparation of summonses and bundles for court including pre-inquest disclosures to properly interested persons



	6
	To ensure the attendance of any party in court and that the business of the court are dealt with in the most effective and organised manner.



Scope (outline the size or scope of the role, direct or indirect responsibility for people,  finances, resources and any special aspects of the role)

Contacts include:

Liaison with the coroner and his their deputies, doctors, consultants, pathologists, police officers, registrars, undertakers, solicitors, insurance companies and other professionals bodies to ensure correct procedures are followed in order that both medical and legal requirements are met.
To assist  as necessary at Coroner’s inquests.

Liaise with bereaved families regarding causes of death and   ensure they are directed to appropriate support as required
To assist with advice and guidance to families and other witnesses
Delivering the services the post holder will assist the Coroner’s Officers to ensure  

· The bereaved will be able to receive the bodies of their relatives in the quickest possible time to ensure the grieving process can be properly gone through.
· The coroner will receive all the information they require to make the right decisions throughout the investigation and ultimate hearing

· Title of treasure is given to the correct individual or organisation

The post holder will be expected to work outdoors throughout the year at a variety of locations, drive council/hire vehicles, work during unsociable hours.  Furthermore, the postholder will be expected to work on their own in potentially hazardous, difficult and confrontational situations but having full regard for safe working practices at all times.
Work Profile   (outline the main areas of responsibility and accountability and competencies)

NB THIS POST IS SUBJECT TO SAFER RECRUITMENT

Take reasonable care for the post holder’s health and safety and that of other persons who may be affected by the performance of the post holder’s duties and where appropriate to safeguard the health and safety of all persons and premises under the post holder’s control.  Also to ensure guidance in accordance with the provision of health and safety legislation and council procedures is adhered to.

Ensure all partners, clients, associations or groups representing such, are treated equally and fairly with the most effective use of given resources.  

Carry out minor  but detailed investigations and other administrative activities.  Furthermore to produce reports within the postholder’s area of responsibility reporting on the decisions made and demonstrating all policies, procedures and legal requirements are met including all human rights issues. 

The nature of the work will include:
· Collate and assemble evidence obtained by various officials and provide guidance during their investigations into sudden deaths.

· To obtain statements or information from any person who has knowledge relevant to  a death so that it may be reported to the coroner.

· Visit scenes of death, where necessary examining the body, collecting evidence and ensuring that personal property and premises are properly secured.  Personal possessions are retained by the post holder for a period of time deemed by either HM Coroner or the outcome of the Inquest.
· To be able to exchange communications orally or in writing of complicated and sensitive information with a range of audiences (eg other council staff, Members, suppliers and external agencies including the police, health service etc)
· Ensure Treasury Solicitor and Department for Environment and Rural Affairs are informed if not next of kin.

· Ensure examination of pathological specimens, samples, medication and other substances, as well as forensic examination of articles connected with deaths is carried out and available evidence is collated for the coroner.
· Implement, (including venues) supervise and attend all inquests, including summoning and warning witnesses.

· Act as usher on behalf of the coroner to ensure the efficient business of the court.
· Liaise with bereaved families regarding causes of death and direct to appropriate support as required 
· Arrange transfer of the deceased to the designated mortuary

· Ensure adequate information is provided to the coroner to facilitate the release of the body to the person legally entitled.

· In relation to organ retention, liaise with the family to confirm their wishes in writing as to the ultimate disposal of retained tissue or organs

· Apply for potential jury recipients, disseminate, summons, collate and administer the jurors and ensure attendance at inquests. Facilitate the organisation and deliverance of the jury during an inquest.

· .

· Respond to the Transplant Co-Ordinators 24/7, obtaining relevant information and liaise directly with the H.M. Coroner to ensure immediate requests for permission to transplant organs are dealt with efficiently and effectively.

· Being aware and mindful, at all times, of safety and legal requirements when physically handling bodies and body parts and fluids.

· Contribute to policies of national significance e.g. The Coroners Act. Advise and give guidance to the Ministry of Justice, coronial and bereavement services and Local Authorities Association in respect of legislation, regulations and best practice e.g. introduction of medical examiners and officers both locally and nationally. 

For short term, long inquests ensure that everyone connected with the service is aware of the resources and personnel that will be required at the inquest. The planning of such inquests may take up to several weeks in order to avoid unnecessary adjournments. 
· Implementing direction orders made by the HM Coroner for the disclosure of documents & records required for the investigation and monitoring implementation on action to be taken following the coroner’s Regulation 28  request.

Job Context
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PERSON SPECIFICATION

In this section the Skills, Knowledge, Qualification and Competency requirements to perform the role to a satisfactory standard are set out.  The extent, nature and level of the role holder’s knowledge and skills should be specified
Awareness 
some knowledge or skills sufficient to show aptitude and the ability to learn in the particular work area

Significant 
knowledge and skills gained through practice and/or qualification sufficient to fulfil the role requirements 

Extensive 
knowledge and skills gained through practice and/ or qualification to fulfil the role requirements and contribute to training others and developing policy and practice in the work area

	PERSON SPECIFICATION

	Examples specific to role
	Required
	Level
	Method of Assessment interview, testing, reference

	
	
	Essential
	Desirable
	Awareness
	Significant 
	Extensive
	

	SKILLS AND KNOWLEDGE Technical knowledge and qualifications
	
	
	
	
	
	
	

	Qualifications
	Foundation for Coroner’s Officers 
	
	X
	
	X
	
	AF/I

	
	Full UK driving licence
	X
	
	
	
	X
	AF/I

	Knowledge
	Basic knowledge of coronial law
	
	X
	
	X
	
	AF/I

	· 
	Medical or legal knowledge and understanding or previous experience of working with the coroner service
	
	X
	
	X
	
	AF/I

	· 
	Evidence of undertaking required CPD
	
	X
	X
	
	
	AF/I

	· 
	Evidence of knowing all rules and procedures in relation to carrying out investigations and arranging inquests
	
	X
	
	X
	
	AF/I

	· 
	Can use IT systems and software relevant to job role including Microsoft Word
	X
	
	
	
	X
	AF/I

	Planning and organising work


	
	
	
	
	
	
	

	Workload planning
	Proven ability to work autonomously and to prioritise workload against targets and to meet deadlines
	X
	
	
	
	X
	AF/I

	Influencing and interpersonal skills
	
	
	
	
	
	
	

	Communication
	Able to demonstrate empathy to bereaved families
	X
	
	
	
	X
	AF/I

	
	Able to produce reports and other written and verbal communications successfully
	X
	
	
	
	X
	AF/I

	Diplomacy
	Able to demonstrate an understanding of political awareness and sensitivity
	X
	
	
	
	X
	AF/I

	PROBLEM-SOLVING

Using initiative to overcome problems
	
	
	
	
	
	
	

	Process design
	Ability to compile reports and investigate outcomes
	X
	
	
	
	X
	AF/I

	Managing risk
	
	
	
	
	
	
	

	Health and Safety
	Evidence of understanding risks and responding accordingly
	X
	
	
	X
	
	AF/I

	
	Able to deal with conflict situations where clients are potentially aggressive
	X
	
	
	
	X
	AF/I

	ACCOUNTABILITY and RESPONSIBILITY

Undertakes tasks without supervision
	
	
	
	
	
	
	

	Decision making
	Ability to focus and make coherent decisions
	X
	
	
	
	X
	I

	Autonomy
	Demonstrates the ability to work without supervision and deliver work on time and to the required quality
	X
	
	
	X
	
	AF/I

	
	Demonstrates evidence of being self-motivated, proactive and able to act on own initiative
	X
	
	
	X
	
	AF/I

	
	Shows evidence of having managed external sources of funding
	
	X
	X
	
	
	AF/I

	Other skills
	Able to produce written documents using a keyboard + Microsoft suite
	X
	
	
	
	X
	AF/I

	
	Able to deal with the emotional demands of the subject matter faced by coroner’s officers and dealing with bereaved families
	X
	
	
	
	X
	AF/I

	
	Able to deal with the abuse from relatives and others, plus other difficult working conditions including close proximity to dead bodies and post mortems.
	X
	
	
	
	X
	AF/1


COMPETENCIES REQUIRED – All post holders must be able to comply with the Council’s core competency requirements which include communication, respect for others, customer service, drive for results, delivering the promise and continuous personal development.

SPOKEN ENGLISH FLUENCY DUTY REQUIREMENT - The ability to converse at ease with members of the public and provide advice in accurate spoken English is essential for this post.
In addition for those posts with management responsibilities the competencies will include managing self and personal skills, providing direction, facilitating and managing change, working with people, using resources, achieving results, promoting policy, values and culture, customer service and health and safety.

Other information

· able to travel to meet service delivery requirements

· available to undertake work outside of normal working hours

	
	
	
	

	Signed Job holder   
	Signed Line Manager     
	Signed Assistant Director    
	

	
	
	
	

	Print Job holder   
	Print Line Manager     
	Print Assistant Director    
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