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	To meet the budget gap this financial year a number of additional spending control measures are currently in place.  

We are not currently evaluating or re-evaluating any roles unless the Executive Director agrees that there is an exceptional reason to do so e.g. to address the risk of an equal pay issue.  

Where the Executive Director agrees that these is an exceptional reason to go ahead the JDQ must be submitted to monthly Workforce Expenditure Control Panel (chaired by the Chief Executive, Service Director – Human Resources and another member of the Corporate Leadership Team).  

The JDQ needs to be emailed to vacancy.authorisation@cambridgeshire.gov.uk prior to the Workforce expenditure control panel submissions dates.   Forms received after the monthly deadline will be considered at the following month’s panel.  

You must not book a role in for job evaluation/re-evaluation until panel approval has been given. 


Job Description
	Job Title: Coroner Service Manager

	POSCODE:

	Grade: P3


Overall purpose of the job
Please write one or two sentences about why the job exists. Focus on the achievement of the key end results of the job. 

To provide operational leadership and day-to-day management of the Coroner’s Service, ensuring that all deaths referred to the Coroner are investigated promptly, sensitively, and in accordance with the Coroners and Justice Act 2009 and associated legislation.

The role combines oversight of investigative casework and administrative functions, leading multi-disciplinary teams to deliver a high-quality, efficient service to bereaved families, witnesses, and professional partners, within the operational framework set by the Head of Service: Coroners and Registration Services.

Main accountabilities
Please list the accountabilities in descending order of priority.  Please include 6-9 accountabilities.  
	
	Main accountabilities

	1. 
	Operational Leadership
Lead, coordinate, and manage the operational delivery of the Coroner’s Service across investigative and administrative functions, ensuring compliance with the Coroners and Justice Act 2009, associated Regulations, Chief Coroner guidance, and Council policies. 

Provide assurance to HM Senior Coroner and the Council that statutory duties are discharged effectively, casework is managed to the required standard, coronial independence is respected, and appropriate systems are in place for emergency planning, mass fatality response, and secure information management.


	2. 
	Team Leadership and Management
Provide management oversight to the Coroners team,  setting clear objectives and monitoring performance to ensure consistent, high-quality case management. 

Provide coaching, training, and professional development to maintain a skilled and resilient workforce able to meet the statutory requirements of the Coroners and Justice Act 2009. 

Support individuals through organisational change, ensuring clear communication, empathy, and a focus on wellbeing. 

Foster a culture of professionalism, accountability, and continuous improvement, ensuring wellbeing and effective workload distribution across teams. 

Lead recruitment, induction, and succession planning to sustain service resilience and specialist expertise, and ensure all staff remain up to date with coronial law, legal practice, and Chief Coroner guidance through structured training and regular updates.


	3. 
	Casework Oversight
Oversee allocation, progress, and closure of cases, ensuring that investigative and inquest files are accurate, timely, and of a consistently high quality. 

Personally manage and advise on complex, sensitive, and high-profile cases where appropriate.


	4. 
	Stakeholder Liaison
Act as the principal operational contact for bereaved families, witnesses, partner agencies, and other stakeholders, ensuring professional, sensitive, and timely communication.

Build strong working relationships with medical, legal, and enforcement partners.


	5. 
	Inquest Administration
Ensure the smooth administration and logistics of inquest hearings, including scheduling, venue arrangements, witness and jury coordination, and technical/courtroom support, safeguarding the dignity of proceedings.


	6. 
	Service Standards, Compliance and Improvement
Monitor, audit, and maintain service performance standards, implementing process improvements and ensuring adherence to legal, regulatory, and policy requirements, including information governance and records management.


	7. 
	Budget and Resource Management
Work collaboratively with the Projects and Contracts Manager and the Head of Service to plan and monitor the Coroners Service operational budget, ensuring financial performance supports the wider directorate objectives.

Oversee day-to-day expenditure, staffing and resource allocation within agreed budgets, ensuring compliance with Council financial procedures.

Provide accurate financial information and forecasting to support strategic decision-making and service planning.

Contribute to the development and monitoring of contracts and commissioned services led by the Projects and Contracts Manager, ensuring operational requirements and service standards are achieved.

Promote cost-effective working practices, efficient deployment of resources, and continuous improvement in financial management.

	8. 
	Records and Information Governance
Oversee the secure management, retention, and archiving of all coronial case records in accordance with the Coroners and Justice Act 2009, Data Protection Act 2018, and relevant guidance issued by the Chief Coroner and Ministry of Justice.

Ensure that all case documentation, post-mortem reports, inquest records and associated correspondence are recorded, stored, and disposed of in line with statutory retention schedules and Council information governance policies.

Work closely with the Performance and Insights Manager to ensure accurate and timely reporting of case data, annual statistics, and performance indicators to the Chief Coroner, Ministry of Justice, and internal audit frameworks.

Collaborate with the Projects and Contracts Manager to maintain secure digital systems and ensure that supplier contracts meet information security and continuity requirements.
Provide assurance to the Head of Service that all records management and archiving activity supports transparency, legal compliance, and the integrity of coronial decision-making.

Champion best practice in information handling across the Coroners Service, ensuring all officers understand their responsibilities for confidentiality, accuracy, and record retention.

	9.

	Demonstrate an awareness and understanding of equality, diversity and inclusion.  

	10.
	Ability to contribute to our organisational commitment to becoming a Net Zero organisation by 2030.  





Person Specification
Qualifications, knowledge, skills and experience
Minimum level of qualifications required for this job
	Qualifications Required
	Subject
	Essential/
Desirable

	Key Skill Level 4: Bachelor’s degree; HNC; HND; NVQ level 4 or equivalent, or equivalent level of skills and experience.

	Any
	Essential

	
	


Management qualification (eg NVQ level 4, BTEC HNC in Business Administration/ Leadership & Management or equivalent)
	Business Administration/ Leadership & Management
	Desirable 


Minimum levels of knowledge, skills and experience required for this job
	Identify 
	Describe
	Essential/
Desirable

	Knowledge
	
	

	Coronial legislation and process
	In-depth knowledge of the Coroners and Justice Act 2009, associated Regulations, and Chief Coroner guidance, with extensive applied understanding of investigative and inquest processes, post-mortems, and statutory death reporting requirements.

Strong understanding of how legislative and case law developments impact coronial operations, with the capacity to interpret and apply these changes to ensure ongoing service compliance and best practice.
	Essential 

	Medical Terminology
	Good working knowledge of common medical terminology and its application within death investigations, post-mortem reporting and coronial case files.

Knowledge of how to interpret, question and challenge medical information where required to ensure accuracy and clarity for the Coroner.
	Essential 

	Performance and Data Management
	Extensive knowledge of methods for collating, analysing and reporting performance data, including statutory returns to the Ministry of Justice and the Chief Coroner, and a clear understanding of how to interpret complex datasets to identify trends, risks and areas for improvement to ensure continuous compliance and assurance.
	Essential

	Leadership and People Management
	Extensive knowledge and experience of leading, managing and motivating individuals and teams in a sensitive, high-pressure statutory environment, with a clear understanding of effective approaches to performance management, staff development and workforce resilience that maintain a skilled, professional and customer-focused service.
	Essential

	Change and Service Development
	Extensive knowledge and experience of leading and managing change in a statutory service environment, with a strong understanding of methodologies for identifying, designing and implementing process improvements that enhance efficiency, quality and service user outcomes.

Demonstrates a sound understanding of effective approaches to organisational change management, including strategies for supporting staff through transition and embedding a culture of continuous improvement and modernisation.
	Essential

	Emergency and Business Continuity Planning
	Good awareness of resilience planning for mass fatalities and the ability to contribute to business continuity arrangements.
	Essential

	Partnership Working
	Extensive knowledge and experience of working collaboratively with a wide range of partners, including the Senior Coroner, Police, NHS, pathologists, funeral directors, Chief Coroner’s Office, Ministry of Justice, and neighbouring local authorities, with a clear understanding of effective partnership, negotiation and stakeholder engagement approaches that support statutory compliance and positive outcomes for bereaved families.
	Essential

	Skills
	
	

	Effective Communication



	Communicates clearly and confidently with a wide range of stakeholders, including senior leaders, judicial officers, and partner agencies. 

Able to present complex information in a professional and accessible way, representing the service positively at all times. 
	Essential

	Interpersonal Skills, Negotiation and Influencing
	Excellent interpersonal and negotiation skills, with the personal credibility to influence, develop and change the motivation and behaviours of others. 

Uses networks effectively to build cooperation and achieve outcomes.
	

	Teamwork and Cooperation
	Works collaboratively across teams and disciplines, fostering a culture of trust, accountability and mutual respect. Inspires and motivates others through clear communication, positive reinforcement and constructive feedback, ensuring individuals feel valued and aligned to shared objectives.
	Essential

	Service user Focus 

	Highly self-motivated with a strong personal commitment to a high standard of service, ensuring that bereaved families and other stakeholders receive timely, sensitive and professional support.
	Essential

	Initiative and Organisation
	Demonstrates initiative, organisational skills and flexibility in managing a varied workload. 

Able to set and adjust priorities independently to meet objectives and deadlines with minimal supervision. 
	Essential

	Emotional Intelligence and resilience

	Highly developed interpersonal skills and emotional intelligence, with the resilience to work with judicial officers and bereaved families in challenging and often distressing situations. 

Robust under pressure, maintaining integrity and professionalism in the face of significant and unanticipated challenge. 
	Essential

	Self confidence
	Remains calm and even-tempered, demonstrating assertiveness rather than aggressiveness when responding to difficult situations. 

Able to act independently, exercising sound judgement and working with minimal supervision.
	Essential

	Striving for Excellence

	Identifies strengths of self and others to drive continuous improvement. 

Encourages, supports and instils confidence in colleagues to aid their professional development.
	Essential

	Information Technology 
	Highly proficient in use of and good practical application of Microsoft Office suite and comprehensive knowledge of Case Management Systems, including how to manage the use of such systems and support changes and improvements.
	Essential

	Experience
	
	

		Statutory Service Delivery



	Experience of delivering services in a statutory coronial or equivalent regulatory environment, balancing legal compliance with operational pressures.

	Essential 

	
	


Leadership and People Management
	Experience of line managing senior staff, including recruitment, supervision, appraisal, performance management and professional development in a sensitive environment.

	



	Essential

	Budget and Contract Management
	Substantial experience of managing budgets and financial reporting, and of specifying, procuring and managing supplier contracts (e.g. pathology, mortuary, toxicology, body collection)
	Essential

	Performance and Reporting
	Experience of collating, analysing and presenting performance data, including statutory returns to national bodies (e.g. Ministry of Justice, Chief Coroner), and using insight to improve service outcomes.
	Essential

	Service Improvement and Change
	Experience of leading or contributing to service change, supporting staff through organisational transition, and embedding a culture of continuous improvement.

	Essential

		Partnership Working



	



	Experience of working effectively with senior stakeholders such as the Senior Coroner, Assistant Coroners, Police, NHS, pathologists, funeral directors, Ministry of Justice and other public sector partners.


	Essential

		Customer Service in Sensitive Contexts



	



	Demonstrable experience of handling sensitive complaints and public enquiries, ensuring issues are resolved lawfully, fairly and with empathy.

	



	Desirable

	Operational Management
	Extensive knowledge and experience of managing a statutory, demand-led service, ensuring compliance with legal requirements while balancing operational pressures, resources and stakeholder expectations.
Demonstrates a thorough understanding, gained through experience, of designing and applying systems, processes and performance frameworks that underpin high-quality, resilient and legally compliant service delivery.
	Desirable l

	Investigations and Casework Oversight

	Experience of overseeing complex investigations or casework processes, ensuring coronial standards are met and quality assurance mechanisms are in place.

	Essential 

	Other
	
	

	Equality, Diversity and Inclusion (applies to all roles).
	Ability to demonstrate awareness and understanding of equality, diversity and inclusion and how this applies to this role.  
	Essential

	Net Zero (applies to all roles).
	Ability to contribute towards our commitment of becoming a net zero organisation.  
	Essential


Disclosure level

	What disclosure level is required for this post?
	None       [image: Checkmark outline]
	Standard

	
	Enhanced
	Enhanced with barred list checks



Work type
	What work type does this role fit into? (tick one box that reflects the main work type, the default work type is hybrid)
	Fixed	
	Hybrid	
[image: Checkmark outline]
	Field
	Remote
	Mobile




Job description questionnaire
Page 1 and 2 of this document will form the job description and person specification for the post.  

	
Job title:
	Coroner Service Manager

	POSCODE 
(Needed for re-evaluations)
	N/A


	
Reports to (job title):
	
Head of Service- Coroners & Registrations
	
Directorate/Service:
	
Place & Sustainability, Regulatory Services

	
Presenting Manager:
	
Sarah Abbott
	
Date of evaluation:
	
13th October 2025

	
Supporting
HR contact person:
	Hayley Olney

	
New Post 
	
Yes

	
	
	
Re-evaluation: 
	
No



Job context 
Give a short overview of the job context and the key objectives of the part of the organisation where the job is placed.

Cambridgeshire County Council has a statutory duty to provide a Coroner’s Service in accordance with the Coroners and Justice Act 2009 and related legislation. The Senior Coroner, supported by Area and Assistant Coroners, is an independent judicial office holder responsible for investigating certain categories of death within Cambridgeshire and Peterborough.
The Coroner’s Service operates across a large and complex jurisdiction, encompassing multiple prisons, acute and mental health hospitals (including teaching hospitals), and other high-profile establishments. The service handles around 4,000 referrals each year, including a significant number of complex and high-profile inquests.
The Coroners Service Manager is responsible for the day-to-day operational management of the service, leading both investigative and administrative functions to ensure that cases are managed lawfully, efficiently and with sensitivity. The postholder oversees case allocation and progress, quality assurance, inquest logistics, staff performance and operational budgets within the framework set by the Head of Service: Coroners and Registration Services.
Working collaboratively with management colleagues within the service, the Coroners Service Manager contributes to cross-service projects, shares best practice and supports business planning and performance improvement across Coroners and Registrations.
The role requires close liaison with the judiciary, bereaved families, medical and legal professionals and partner agencies, ensuring that statutory duties are met, service standards maintained, and the needs of the bereaved remain central to delivery.

Organisation chart (include grades)
Please provide an organisation chart which includes the manager of the post, its peers and direct reports.  





Change of accountabilities (for re-evaluations only)
What are the major changes to the role?  
These should clearly show the reason for this re-evaluation i.e. the:
· changes to the accountabilities
· changes to the essential qualifications, knowledge, skills and experience; or
· changes to the team structure  
Communication and influencing
	Contact
	Nature of interpersonal skills used

	Internal
	

		Head of Service (Coroners & Registration)



	



		Provides clear and timely updates on operational performance and risks. Uses professional judgement to advise when strategic input or decisions are required.



	




		Senior Coroner and Assistant Coroners



	



		Communicates case progress and service issues with tact and professionalism, ensuring smooth delivery of inquests while respecting judicial independence.



	




		Registration Service Manager / Senior Registrar / Performance & Insight colleagues



	



		Coordinates service planning and performance discussions, contributing operational insight to inform joint decisions.



	




		Coroners Officers and Administrative Staff



	



		Provides day-to-day direction, feedback and support, adapting communication to motivate and maintain high professional and emotional standards.



	




		Other CCC colleagues (Finance, HR, IT, Legal, Property, etc.)



	



	Liaises to resolve operational issues, aligning service needs with corporate policies and ensuring compliance with council procedures.


	External
	

	Bereaved Families
	Communicates with empathy, sensitivity, and professionalism, often in highly distressing circumstances. 

Provides clear explanations of processes and supports families through complex legal procedures.

	Interested Persons
	Maintains clear, fair, and transparent communication with Interested Persons throughout investigations and inquests. 

Ensures their rights are respected while balancing judicial direction and service requirements.

	Medical Professionals
	Liaises to obtain information, clarify reports, and coordinate post-mortems or evidence. Uses diplomacy to resolve issues quickly while maintaining professional respect.

	Police and Other Investigatory Bodies
	Works collaboratively to support coronial investigations. 

Ensures timely exchange of information and effective coordination for inquests.

	Funeral Directors
	Provides statutory and practical information to support timely arrangements, handling any issues with tact and professionalism.

	Chief Coroner’s Office Ministry of Justice
	Provides statutory returns, performance data, and service updates. 

Responds to requests for information accurately and promptly.

	Other Local Authorities and Regional/ National Forums
	Represents Cambridgeshire at partnership meetings, shares best practice, and develops joint approaches to improve service delivery.


Supervision and work planning
What degree of forward planning is required in this job (daily, weekly, monthly, annual, etc)?

The role requires a combination of short-, medium- and long-term planning. Daily and weekly planning is essential for case allocation, staff scheduling, and inquest preparation. Medium-term planning (monthly/quarterly) is required to manage caseload progression, meet statutory deadlines, and coordinate with the judiciary and partner agencies. Long-term planning (annual) involves aligning operational delivery with service priorities, anticipating peaks in demand, planning for high-profile or complex cases, and contributing to corporate business planning. The postholder also collaborates with Management colleagues within both Coroners and Registration services to deliver cross-service projects and shared improvement initiatives.

What level of supervision is this post subject to?

The postholder works under the overall strategic direction of the Head of Service- Coroners and Registration Services, with regular 1:1 meetings and ad hoc contact for escalation of significant issues. Day-to-day operational delivery is expected to be managed autonomously, in line with agreed policies, statutory frameworks, and service priorities.

What type of priorities is the post holder able to set themselves?

The postholder has discretion to set day-to-day and medium-term operational priorities, including the allocation of cases, deployment of staff, scheduling of inquests, and resolution of operational issues. They also set local priorities for training, audit, and service development. Strategic priorities, significant policy changes, and major budgetary decisions are set by the Head of Service, in consultation with the Senior Coroner. The postholder contributes to shared management priorities through collaboration with Management colleagues within both Coroners and Registration services. 

What kind of systems, procedures or ‘rules’ are set around the job?

Work is governed by the Coroners and Justice Act 2009, Chief Coroner’s guidance, relevant case law, and associated legislation. The postholder must also operate within Cambridgeshire County Council policies and procedures, including those relating to HR, finance, procurement, health and safety, safeguarding, equality and diversity, and information governance. Service-specific systems include the coronial case management system, document management protocols, and operational procedures agreed with the Senior Coroner, Management colleagues within both Coroners and Registration services ensuring consistency and alignment across both services. 
Problems encountered
What types of problems are encountered in this job and what steps would you expect the post holder to take to find the solution (give 2 examples).
Example 1:
A court venue becomes unavailable at short notice due to emergency repairs. The postholder would immediately assess the impact on scheduled inquests, contact alternative suitable venues, coordinate with the Senior Coroner and all relevant parties to agree a revised location or hearing date, and ensure that all stakeholders, including witnesses, jurors, and bereaved families, are informed promptly and accurately of the change.
Example 2:
A bereaved family has already lodged a complaint with a senior officer about the timeliness of case updates, and the matter has been escalated to the postholder for resolution. In all such situations, the postholder would aim first to understand the scope and details of the problem, taking time to investigate the underlying causes and any immediate implications. Throughout, they would communicate clearly and offer reassurance to those affected, actively seeking solutions within the framework of existing policies and drawing on their experience where appropriate. By balancing a methodical approach with empathy and resourcefulness, the postholder ensures that operational challenges are addressed promptly and with confidence before considering escalation.

At what point does the post holder escalate a problem to a more senior employee?
The postholder is expected to resolve most operational issues within the scope of agreed policies, procedures, and delegated authority. Escalation to the Head of Service is required where an issue presents significant legal, financial, reputational, or political risk; involves a departure from established policy or procedure; has the potential to impact the fulfilment of statutory duties; or relates to matters reserved for judicial decision-making by the Senior Coroner.


Decision making
	Does the post holder makes a decision based on

	X   a set process to resolve the problem

	
	X   a solution based on their past experience 

	
	X   seek more information to determine the extent of the problem

	
	X   use creative thinking to develop new concepts



Please give an example to illustrate the approach to decision making specified above.  

A high-profile inquest is approaching, but late disclosure from a partner agency reveals that additional witnesses are required. The postholder would first review statutory deadlines and court timetables (set process), draw on previous experience of similar situations to identify potential impacts on case presentation, seek further details from the agency to fully understand the scope of the issue, and then work creatively with the Senior Coroner, legal representatives, and Coroners Officers to either adjust the hearing schedule or introduce special measures so the inquest can proceed with minimal delay.


Freedom to act
Please give two examples of areas that the post holder has discretion over. 

Operational Case Management:

The postholder has discretion to allocate and prioritise cases, assign investigative and administrative resources, and adjust inquest schedules within agreed service parameters, ensuring statutory deadlines are met and service quality is maintained.

Staff Management and Deployment:

The postholder has discretion to manage day-to-day staffing matters, including task allocation, performance management interventions, approval of leave requests (within policy), and implementation of immediate measures to address operational issues or conflicts within the team.

Impact
Financial impacts of the role 
	Financial measure (e.g. income, expenditure, capital budget)
	Amount (£)
	Role (Direct control, joint control, advisory/influencing role)

		Coroner’s Service revenue budget (staffing, premises, contracts, supplies)



	



	Approx. £1.7m annually
		Advisory / influencing – Provides monitoring information, identifies pressures or savings, and advises the Head of Service and Projects & Contracts Manager. Day-to-day invoice approval and expenditure monitoring within agreed limits.



	




		Contracts and Service Level Agreements (e.g. pathology, toxicology, mortuary, body collection, case management systems)



	



		Variable (within revenue budget)



	



		Joint control – Manages operational delivery of contracts and monitors supplier performance. Works with the Projects & Contracts Manager to ensure value for money and compliance with procurement rules.



	




		Corporate savings and efficiency targets



	



		Variable (depending on Directorate requirement)



	



		Influencing – Identifies opportunities for efficiency and contributes to cross-service savings plans in collaboration with the Registration Manager, Projects & Contracts Manager, and Performance & Insight Manager.



	




		Statutory reporting and compliance



	



	Non-cash impact
	Direct control – Ensures statutory returns to the Ministry of Justice and Chief Coroner are completed accurately and on time, supporting corporate assurance.




Statistical Information
	The service receives approximately 4,000 referrals each year, covering deaths across Cambridgeshire and Peterborough.

At any given time, the postholder oversees the progression of 350+ active investigations, including a proportion of complex and high-profile cases involving multiple witnesses, juries, and extended hearings.

The jurisdiction includes two prisons, several acute and mental health hospitals (including training hospitals), and other establishments that generate a higher-than-average proportion of complex cases compared to other coronial districts.

The service runs inquests on most working days, with hearings ranging from short documentary matters to multi-week jury inquests.




Physical effort and/or strain
Describe whether the job requires physical effort and/or strain more than is normally experienced in a routine office environment
The role does not generally require physical effort or strain beyond that experienced in a routine office environment. The postholder may occasionally be required to attend external meetings, inquests or site visits, but these do not normally involve physical demands beyond standard travel and office-based duties.
Working environment
Does the job require working outdoors, or being exposed to objectionable, uncomfortable or unfavourable working conditions?
The role is primarily office-based, with occasional attendance at external venues such as courts, mortuaries, hospitals, or partner offices. These environments are generally safe and appropriate for work, though at times the postholder may be exposed to sensitive or distressing material relating to deaths and inquests.
Emotional Demands
The role is emotionally demanding, involving frequent exposure to distressing and sensitive information relating to sudden, unexplained, or traumatic deaths. The postholder is required to liaise with bereaved families, judicial officers, medical professionals, and other stakeholders, often in highly emotive circumstances.
They must demonstrate resilience, professionalism, and empathy when supporting staff who deal with challenging cases, while maintaining the impartiality and integrity required of the Coroner’s Service. The ability to remain composed under pressure and to manage sensitive conversations with care and tact is essential.




Declarations
	All roles – Manager

	
JDQ completed by: Sarah Abbott 

By submitting this JDQ to panel I confirm that the relevant Executive Director has given consent for this post to be evaluated/re-evaluated.  

Signed: 					Date:

Print name:




	Re-evaluations only – Current Post Holder 

	
Current post holder – by signing this form I confirm that I have been involved in completing the JDQ and confirm that it is an accurate reflection of my current role.  

Signed:					Date:

Print name:





HR Advisory - Prior to submitting the job to panel please provide the Hay Lines of this posts Line Manager and Direct Reports.   
	Job title
	Hay Line
	Score

	
	Know How
	Problem Solving
	Accountability
	

	Head of Coroners and Registrations
	E+ 2 3 = 350
	E+ 4 50% = 175
	E 2 P = 200
	725 (P5)

	
	
	
	
	

	
	
	
	
	



HR  Advisory - Advice given to the manager 
	Use this section to record any relevant background information and advice that you have given to the manager.
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