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Job Description

	Directorate:
	Resources

	Service:
	Governance – Coroner's Service

	Location:
	Preston Coroner's Court, Fulwood

	Salary range:
	£25,989 - £28,142
	Grade: 
	5


	Reports to:
	Deputy Office Manager
	Staff responsible for:
	No 



	Job purpose and scope

	To provide high‑quality administrative support to HM Coroners, ensuring the processing of deaths referred to the Coroner and that the listing and administration of inquests are carried out efficiently, sensitively and in accordance with Coronial law and local procedures.
The role supports the Coroner in a sensitive environment and requires organisation, accuracy, resilience and excellent interpersonal skills




	Performance Indicators

	Completion of work to required standard and deadlines. 




	The Lancashire Mindset
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Here at Lancashire County Council, we are helping to make Lancashire the best place to live, work, visit, and prosper. To help us achieve this, we have introduced the Lancashire Mindset: Growth, Ownership, Optimism, and Positive Impact. Adopting this mindset across the entire organisation not only brings our values to life but also emphasises the collective commitment to delivering the best for the people of Lancashire. 

The Lancashire Mindset serves as a guiding force for a culture rooted in growth, ownership, optimism, and the commitment to making a meaningful positive impact.




	Accountabilities/Responsibilities

	
The post holder will undertake a range of functions that could include the following:
· Death referral administration – process deaths reported to HM Coroner using the dedicated case management system. 
· Organising post-mortems, disposal paperwork and tissue retention paperwork as authorised by the Coroner and ensuring statutory paperwork is accurate and is sent to the relevant stakeholders and families in a timely manner. 
· Handle enquiries by telephone, email, post and in person.
· Inquest listing – list inquests across multiple courts, coordinating availability of Coroners, venues, witnesses and juries when required. 
· Administration around setting up of virtual hearings and ensuring links are sent out in accordance with GDPR and Coronial procedures.
· Prepare all paperwork required by the Coroner to conclude an inquest (documentary, written inquest or full hearing) and ensure accuracy of statutory documents once complete prior to forwarding to the Registration Office. 
· Setting up and closing down of courtrooms.
· Downloading of recordings 
· Monitoring of prosecution cases and actioning on the system as appropriate. 
· General reception duties – such as locking and unlocking of the front door and greeting families and witnesses. 
· Weekly and monthly Health and Safety building and maintenance checks – for example fire alarms, water and lighting. 
· Liaise with Coroner's Officers, Medical Examiners, Registrars, mortuaries, GPs, police, funeral directors and other agencies
· Actioning any Senior and Area Coroner correspondence as required.
· Booking meetings 
· Undertake other similar duties/responsibilities as required and appropriate to the grade
· Continuous improvement and keeping up to date with changes in Coroners legislation, internal policies and procedures




	Other

	
· Equal Opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 

· Health and safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 

· Customer Focused
We put our customers' needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.

· Safeguarding Commitment
We are committed to protecting and promoting the welfare of children, young people and vulnerable adults.

· Skills Pledge
We are committed to developing the skills of our workforce. All employees will be supported to work towards a level 2 qualification in literacy and numeracy if they do not have one already.




	Our Values

	
We expect all our employees to demonstrate and promote our values:

· Supportive
We are supportive of our customers and colleagues, recognising their contributions and making the best of their strengths to enable our communities to flourish.

· Innovative
We deliver the best services we possibly can, always looking for creative ways to do things better, putting the customer at the heart of our thinking, and being ambitious and focused on how we can deliver the best services now and in the future.

· Respectful
We treat colleagues, customers and partners with respect, listening to their views, empathising and valuing their diverse needs and perspectives, to be fair, open and honest in all that we do.

· Collaborative
We listen to, engage with, learn from and work with colleagues, partners and customers to help achieve the best outcomes for everyone.




Person Specification

All the following requirements are essential unless otherwise indicated by *

Your ability to meet the job requirements will initially be assessed by the information provided on your application but further assessment will be undertaken at interview and, in some cases, by using other types of assessment(s).

	Qualifications

	Possession of, or the ability to demonstrate the capability to gain, relevant qualifications, licences or equivalent where applicable. 

	Experience 

	
Previous relevant experience or the ability to demonstrate the competence to carry out the job.


	Essential knowledge, skills & abilities

	· Enhanced skills appropriate to the job discipline

· Ability to work as a member of a team

· Ability to work without close supervision



	Other essential requirements

	· Commitment to equality and diversity.

	· Commitment to health and safety.

	· Display the LCC values and behaviours at all times and actively promote them in others.

	· This is not an essential car user post.
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