



JOB DESCRIPTION
	CEMETARY: Klumpp’s Funeral Home     POSITION STATUS: F/T                         

POSITION:
 Prep-Room Manager           SCHEDULE: Monday-Friday 8am-4:30pm,

                                                                                           with ½ hour lunch
CATEGORY: Non-Exempt      

                     

                     


SUPERVISOR:   General Manager
JOB SUMMARY:  Provides organization and structure to team of embalmers. 

ESSENTIAL FUNCTIONS:  The Prep-Room Manager will perform a variety of duties which require the exercise of judgment and discretion.  This position may have very little direct supervision and is expected to determine when and how tasks are accomplished.
1. Comply with the dress code and wears personal protective equipment while in prep room.
2. Order all embalming supplies and keep track of inventory.

3. Maintain schedule of embalmer’s based upon the workload.

4. Distribute case load to embalmers.

5. Ensure compliance with OSHA regulations. 

6. Maintain and submit apprentice paperwork.

7. Maintain refrigeration unit and proper identification/case tracking system. 

8. Follow proper embalming, dressing, cosmetic and casketing procedures.

9. Maintains sanitary prep room standards.

10. Other duties as assigned. 
MINIMUM QUALIFICATIONS:   
Education:  High school diploma or equivalent. Must hold a California State Embalmer’s License
Experience:  Two years of embalming experience is preferred. Two years of management experience is preferred.
Skills / Knowledge:  Proficient in Microsoft Office Products (Word, Excel, Access, Outlook); excellent phone skills; good organizational skills; ability to maintain strict confidentiality; professional temperament and appearance; ability to communicate effectively in oral and written form using correct spelling, grammar and punctuation; practicing Catholic with knowledge and understanding of the Catholic Church in general; ability to work and relate to a variety of personalities and cultures with diplomacy, friendliness and poise.  Able to work in a team-oriented environment, handle multiple assignments consecutively and prioritize workload.  
_________________________   __________

____________________________    ___________
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