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JOB DESCRIPTION 
 
Position:    Death Certificate Clerk 
Position Status:   Full Time 
Schedule:      Monday through Friday 
Category:     Non-Exempt 
 
SUPERVISOR:   Manager of Funeral Services or other supervisor as assigned. 
 
JOB SUMMARY:  Solely responsible for the handling all the needs related to Death 
Certificates and disposition permits for assigned locations. May provide related office 
services for the Manager of Funeral Services and other designated individuals as needed.  
 

ESSENTIAL FUNCTIONS:   
1. Responsible for processing death certificates and associated permits. 

2. Provide exceptional customer service. 
3. Communicate with families, doctors, nurses, coroner’s offices and others with a level 

of expertise that can adequately answer all things permit and death certificate 
related; including amendments. 

4. Ensure timely data entry into the Electronic Death Registration System. 
5. Maintain constant communication via phone, email and FAX with hospitals, clinics 

and hospice agencies in order to obtain the “Death Certificate Worksheet” within 24 
hours, and in order to obtain “attestations” from MD’s. 

6. Communicate with the county health departments and state department of vital 
records. 

7. File accurate Death Certificates in a timely manner following all laws and regulations. 
8. Order Certified Death Certificates from the respective county. 
9. Keep Certified Death Certificate log current and updated daily. 
10. Prepare Permits and re-file if applicable as needed.  
11. Update the “board” with the status of every case daily. 
12. May prepare paperwork for the crematory (cremation authorization, permit, and 

check). 
13. May process payments. 
14. Obtain all cash advance checks from accounting and prepare for distribution. 
15. Keep the Manager informed on all matters needing their attention. 
16. Other duties as may be assigned. 
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Minimum Qualifications: 
1. Must hold a valid California Driver’s License. 
2. Funeral experience and certification with EDRS & FDRS, Preferred. 
3. Must be a Catholic in good standing. 

 
Education:  

1. High School Diploma or equivalent, preferred 
 
Ability:  

1. Must be able to lift at least 50 lbs.  
 
Skills/Knowledge:  
Practicing Catholic with knowledge and understanding of the Catholic Church; 
Proficient in Microsoft Office Products (Word, Excel, Access, Outlook); excellent 
interpersonal and phone skills; great organizational skills; ability to maintain strict 
confidentially; professional temperament and appearance; ability to communicate effectively 
in oral and written form using correct spelling, grammar and punctuation; ability to work and 
relate to a variety of personalities and cultures with diplomacy, friendliness and poise; able 
to work in a team-oriented environment; handle multiple assignments consecutively and 
prioritize workload. 
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