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   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 
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