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Job description 

Coroner’s Officer


	Department 
	Democratic Services

	Service 
	Coroner’s Service

	Grade
	Scale I

	Reports to
	Senior Coroner’s Officer

	Responsible for 
	n/a

	Job reference
	11076



	Job Purpose 

	To receive and investigate reports of deaths, liaise with bereaved families, doctors, pathologists, investigating officers and external agencies to produce reports and Inquest files on behalf of H.M. Coroner.

	Context 

	The Coroner's Officer works on behalf of the Senior Coroner for Norfolk who is responsible for the investigation of violent or unnatural deaths, deaths of unknown cause, deaths in custody and all other reportable deaths under the Notification of Deaths Regulations 2019. The Coroner is an independent judicial officer and discharges her duties in accordance with the Coroners and Justice Act 2009, the Coroners Rules 2009, and other relevant legislation. Norfolk County Council is responsible for providing the Coroner’s Service for Norfolk.




	Accountabilities 

	Perform a professional and empathic family liaison function utilising effective communication mechanisms to provide timely advice and support to bereaved people and ensure all interested persons are fully informed at all stages of the investigation in accordance with local policy and statutory requirements.


	Ensure adequate information is provided to the Coroner to ensure identification of the deceased is made and obtain a full antecedent history of the deceased and pertinent evidence for the initial investigation.  


	Facilitate the release of the body and liaise with contracted funeral directors, mortuary staff and appointed undertakers to manage the safe storage, transfer and release of cases.


	Practically apply knowledge to influence and advise doctors and hospital consultants on the correct completion of statutory documents according to Coronial Law, instruct pathologists and toxicologists to complete post mortem investigations and work with other agencies including registrars to facilitate the coronial process and resolving problems as necessary.


	Work with the police to provide specialist guidance during their investigations into deaths and facilitating forensic investigations and post mortem examinations as required.  


	Identify all suitable witnesses and secure sources of evidence to provide pertinent evidence for any subsequent inquest or other judicial proceeding in order to prepare and present the facts of the case to the Coroner for consideration and responding to subsequent direction. 


	Co-ordinate the arrangements for court hearings, identifying where pre-inquest hearings are required, notifying and summonsing all relevant persons. Manage the additional complexities of cases involving, for example, state detention, HSE and those requiring a jury.


	Disclose evidence according to relevant legislation and develop effective working relationships with all professional partners, witnesses and families to ensure that the purpose of the coroner's investigation is understood and that the correct procedures are followed.


	Ensure that the coroner is able to deal promptly and effectively with matters including those concerning post-mortems, organ donation and mass fatalities.  Handle evidence of a distressing nature including for example cases involving babies or disrupted bodies.


	Present evidence in court and at other case hearings – for example at Child Death Review Panels.





	Person Specification


	Qualifications:

	Essential
	Desirable

	GCSE Equivalent qualifications in Mathematics and English language.

	

	Knowledge/Experience:

	Essential 
	Desirable 

	Demonstrate a knowledge of the construction and meaning of medical terms, anatomy and physiological functions within the human body, common diseases and disorders, diagnostic procedures, treatments and potential complications, causes of death and their structure.

	Experience dealing with the bereaved.



	Strong analytical skills with experience of scrutinising data in order to make recommendations.

	Demonstrate knowledge of police death policy and procedures.


	Investigative skills and a knowledge of evidential procedures including statement taking.

	Broad knowledge of: coroners’ law, other relevant legislation and official guidance and procedures.


	Experience of working within a highly regulated service and explaining legal or medical terms to the general public. 

	

	Excellent IT skills with a good working knowledge of Microsoft Office

	

	Skills:

	Essential
	Desirable

	Demonstrate excellent interpersonal and customer service skills with the ability to liaise in a clear, concise and sensitive manner with external partners, members of the public and internal staff/officers of all levels.

	

	Ability to deal with situations and material of a potentially distressing nature.

	

	Flexibility and ability to work as and where required within Norfolk.

	

	Ability to assume strategies to protect own health and well-being and to dissociate from the emotional aspects of dealing with death and potentially distressing information on a daily basis.

	

	Demonstrate excellent organisation and time management skills to manage your own workload to tight deadlines.

	



	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	The office is extremely busy with telephone the main point of access from a variety of people – GPs, police, hospital doctors, pathologists, families, solicitors. The demand can be very high and the person will need to be able to cope with multi-tasking, be able to organise themselves and able to reprioritise work quickly to meet changing requirements.

It is essential that the post holder can take a detached view and work in stressful conditions, dealing with deceased persons of all ages and their families.
The service provides a public facing service to bereaved relatives in situations of extreme emotional distress. 




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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