CITY OF BERLIN

POSITION DESCRIPTION

FOR  

OAKWOOD CEMETERY SEXTON

DEPARTMENT:  Culture Recreation and Education

DIVISION:            Oakwood Cemetery

SUPERVISOR:    Public Works Superintendent/Director of Public Works

SHIFT/HOURS:  7:00 a.m. – 3:00 p.m. M-F, (others as needed)

CATEGORY:       3
SALARY SCALE: $40,741 - $52,963
JOB SUMMARY 

Responsible for overall operation of Oakwood Cemetery buildings and grounds.  Including opening and closing graves, record keeping of lot owners and fees paid, supervising personal hired to assist in the maintenance of cemetery.  Sexton works in the Street Department when Cemetery is closed during the winter months.

DUTIES AND RESPONSIBILITIES

(1) Directs and Manages overall operation of Oakwood Cemetery.

(2) Keep records and file burial permits.

(3) Works with Clerks Office to update records and CIMS.

(4) Open and close graves. 

(5) Maintain cemetery grounds as required by mowing, trimming trees and shrubs, raking.

(6) Fill sunken graves, seed, etc. as other work permits.

(7) Maintain water supply within boundaries of cemetery.

(8) Straighten and reinforce monuments that are tipped or falling.

(9) Maintain flowers, urns and signs within the cemetery.

(10) Maintain all equipment, hand tools, including storage of such items.

(11) Plan for future development with the Board Members.

(12) Supervise part-time help to aid in the maintenance of the grounds.

(13) Give information as to burials, lots, fees, etc. in response to inquiries from the public.

(14) Attend Cemetery Board meetings if and when requested by the Board.

QUALIFICATIONS

(1) Knowledge of basic grounds keeping.

(2) Knowledge of small engine equipment and the ability to operate them.

(3) Knowledge of small engine repair and maintenance.

(4) Able to communicate politely with the public.

SPECIAL REQUIREMENTS

(1) Residency within a 15-mile radius of Berlin City Hall.

(2) High school diploma or accredited equivalent degree.

(3) Possession of a valid Wisconsin Driver’s License

(4) Possession of a valid Commercial Driver’s License

