PART I DEPARTMENT OF PERSONNEL SERVICES 1.920
STATE OF HAWATT

Class Specification
for the Class:

CEMETERY OPERATIONS ASSISTANT

Duties Summary:

Conducts and coordinates on-site cemetery burial activities
and oversees the maintenance of cemetery grounds, appurtenance and
equipment; determines eligibility for burial benefits; performs
clerical and other related activities for cemetery operations; and
performs other related duties as assigned.

Distinguishing Characteristics:

This class reflects responsibility for assisting in the
overall cemetery operation by implementing the day-to-day cemetery
activities at Hawaii State Veterans Cemetery under the general
supervision of the Cemetery Operations Manager. This includes
responsibility for conducting and coordinating burial activities;
coordinating committal services as a designated cemetery official;
scheduling and overseeing the maintenance of cemetery grounds,
appurtenance and equipment; determining eligibility for burial
benefits; and providing various clerical and related support
services for cemetery operations such as responding to inquiries,
composing and preparing correspondence and reports, keeping
inventories and requisitioning for supplies and material, and
maintaining files and records.

The work is performed within the framework of Hawaii State
Veterans Cemetery Rules of Practice and Procedure, State and
Office of Veterans' Services directives and standing operating
procedures.

Examples of Duties:

Coordinates burial activities (including plotting, assigning,
and arranging for the opening and closing of graves; scheduling
interments; and coordinating committal services); orders,
receives, inspects and oversees the installation of grave markers
and prepares and maintains pertinent records; schedules daily work
assignments for cemetery caretakers; oversees interment grave site
work performed under contract and inspects work to assure proper
performance; recommends improvements in cemetery operations
procedures including those received from cemetery users, such as
next of kin, survivors, and visitors; maintains and stocks various
brochures, leaflets and forms; conducts or directs the taking of
inventories; prepares or requests the preparation of requisitions;
participates in developing overall maintenance plans and
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standards; participates in long range planning for upkeep, repair
and maintenance of cemetery property and in planning for
maintenance and equipment replacements; conducts spot inspection
of all cemetery vehicles and equipment to insure compliance with
required maintenance schedules and owner's manual; oversees the
maintenance of cemetery grounds and equipment which includes
upkeep of grave sites and markers, landscaping, maintenance of
vehicle/motorized equipment, building, roads, walkways, and lawn
mowing, fertilizing, trimming and weed control; determines
entitlement for burial benefits; maintains a record of
applications for burials and keeps supervisor advised of the
status of verifications; in the absence of valid substantiating
documents or inadequate data, conducts full and detailed record
searches or investigations by requesting additional personal and
military information from all available sources; contacts the
regional Department of Veterans Affairs after exhausting all
possible sources of information to resolve problem cases;
maintains accurate records of all interments in the cemetery;
composes correspondence in response to inquiries relative to
interments and/or eligibility determinations, including
correspondence generated by routine administrative functions;
responds to inquiries from visitors to cemetery, including next of
kin, funeral directors, veterans organizations, etc.; collects
burial fees; contacts police to assure protective services, if
necessary; assures proper display of flags; prepares reports and
oversees the maintenance of cemetery office files and records;
provides supervisor with expenditure priorities and other
information and input for budgetary and fiscal purposes; and
prepares various reports and performs temporary assignment as
acting Cemetery Operations Manager when directed.

Knowledges and Abilities Required:

Knowledge of: Burial services and practices associated with
various religious beliefs or customs; cemetery operations such as
opening and closing graves; basic tools, equipment and methods
utilized in grounds maintenance; office practices and procedures
such as filing and record keeping methods; business English for
purposes of composing general correspondence and other
communications; basic arithmetic; and computations including
multiplication and division.

Ability to: Learn and apply military burial protocol and
procedures; conduct and coordinate burial activities including
plotting, assigning, opening and closing graves sites and
coordinating committal services; identify, determine and oversee
the appropriate maintenance of cemetery grounds, appurtenance and
equipment; learn and apply administrative rules and directives
relating to veterans cemetery operations and burial benefits for
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veterans and survivors; determine eligibility for burial benefits;
write correspondence and reports; keep accurate records; and deal
empathetically and tactfully with bereaved family members,
mourners, the public, mortuary representatives and government
officials.

This is the first specification for the new class CEMETERY
OPERATIONS ASSISTANT.

Effective Date: 3/2/93

DATE APPROVED: 3/2/93 Ann K. Kon
for SHARON Y. MIYASHIRO
Director of Personnel Services





<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


