
Catholic Cemeteries Corporation
Position Description
	Position:  Family Service Advisor
	FLSA:  Non-Exempt

	Reports to:  Director of Cemeteries
	Effective date:  09/2026



General Summary
The Family Service Advisor serves families with care and compassion while educating and guiding them through At-Need cemetery arrangements, Advanced Planning, and memorialization. The FSA helps families make informed decisions consistent with Catholic teaching and the Order of Christian Funerals while meeting established service, sales, and operational expectations.
This position combines family service, consultative sales, outreach, coordination and accurate administration. The Family Service Advisor works closely with families, funeral homes, and cemetery staff to ensure arrangements are completed accurately, on time, and with dignity.
Essential Duties and Responsibilities
Family Service - At-Need Arrangements and Advanced Planning
•	Serve families with compassion, professionalism and integrity, providing a welcoming and respectful experience consistent with the ministry of Catholic Cemeteries.
•	Meet with At-Need and Advanced Planning families, assess their needs and preferences, and explain available interment, entombment, inurnment, cemetery property, products, and services.
•	Educate families on the Order of Christian Funerals, Catholic burial traditions, and the benefits of Advanced Planning.
•	Guide families in making informed decisions, including touring cemetery property and presenting appropriate burial and estate options.
•	Prepare and complete purchase agreements and other required documentation, obtain signatures and process payments in accordance with established procedures.
•	Coordinate At-Need arrangements and service information with families, funeral homes, administrative staff and grounds personnel to ensure services are carried out accurately and respectfully.
•	Be present at committal services for families served, as appropriate, and provide timely aftercare and follow-up.
•	Proactively develop leads, obtain referrals, schedule appointments, and follow up with prospective families.
•	Meet established expectations for lead generation, appointment setting, follow-up, and Advanced Planning sales revenue.
Memorialization
•	Guide families through the memorialization process from initial design through fulfillment, ensuring effective communication with the family, staff, and vendors.
•	Educate families about available memorialization options and assist them in selecting and designing memorials that reflect their needs and preferences.
•	Schedule timely post-committal memorialization appointments and complete required design, contract, and administrative documentation.
•	Coordinate proofs, ordering, tracking, inspection, and installation requests in accordance with established procedures.
Outreach and Community Engagement
•	Participate in parish outreach, community events and cemetery-sponsored programs to educate families about the Order of Christian Funerals, Catholic cemetery services and the benefits of Advanced Planning.
•	Cultivate relationships and referral sources within parishes and the community and respectfully seek referrals from families previously served.
•	Contact leads and referrals promptly, schedule appointments, conduct Advanced Planning presentations and follow up on appointments that do not result in an immediate purchase.
Administration and Operational Support
•	Maintain complete, accurate and timely records of family contacts, arrangements, contracts, payments, leads, referrals and follow-up activity in cemetery software, the CRM and other required systems.
•	Use historical, ownership, inventory, mapping, and pricing information to assist families and ensure the accuracy of arrangements.
•	Prepare and verify documentation for interment, entombment and inurnment services and provide completed information to appropriate staff for processing and recordkeeping.
•	Follow Cemeteries Corporation policies and procedures, Church directives, and applicable federal and state requirements related to assigned duties.
•	Provide reports, sales documentation and status updates as requested by management.
•	Participate in staff meetings, training and professional development and maintain proficiency in cemetery systems, products, services and procedures.
•	Provide coverage for walk-in and telephone inquiries and assist with family concerns in a tactful, compassionate and professional manner.
•	Perform other related duties as assigned.
Knowledge, Skills and Abilities Required
The grounds of the Catholic Cemeteries are blessed and consecrated for Christian burial and the celebration of the Church’s funeral rites. This position is part of the ministry of the Diocese of Toledo Cemeteries Corporation. The employee is expected to support the mission of the Catholic Church and conduct oneself in a manner consistent with the values, teachings, and professional standards of the organization.
•	High school diploma or equivalent required; college degree preferred.
•	Two to four years of experience in a sales or service environment involving face-to-face customer contact preferred. Cemetery or funeral service experience is a plus.
•	Knowledge of the Catholic faith, rituals and traditions, and an understanding of the Order of Christian Funerals, or the ability and willingness to learn and apply them.
•	Knowledge of consultative sales practices, including networking, lead development, referrals, appointment setting, follow-up and achievement of sales goals.
•	Ability to compassionately assist grieving families and to maintain professionalism, discretion and sound judgment in sensitive situations.
•	Excellent interpersonal, verbal, written, and listening skills.
•	Highly organized and detail-oriented, with strong time-management skills and the ability to manage competing priorities and work under time-sensitive deadlines.
•	Ability to work independently while collaborating effectively with cemetery staff, funeral homes, parishes, vendors and other contacts.
•	Proficiency with computers, software and technology, including the ability to learn cemetery-specific software, CRM systems and mapping tools.
•	Ability to read and interpret cemetery maps, section and lot diagrams, pricing information and related records.
•	Bilingual skills are preferred.
•	Valid state-issued driver’s license, satisfactory driving record and proof of insurance required.
•	Must successfully complete and maintain all background screening and Safe Environment requirements applicable to the position.
Language Skills
Ability to read and interpret business and technical information, policies, procedures and applicable regulations. Ability to prepare clear business correspondence and documentation and to present information effectively and respond to questions from families, managers, vendors, employees and the public.
Mathematical Skills
Ability to perform basic arithmetic using whole numbers, fractions and decimals and to calculate rates, ratios and percentages. Ability to accurately explain and verify pricing, payments and related financial information.
Reasoning Ability
Ability to define problems, gather and evaluate information, apply policies and procedures and exercise sound judgment. Ability to interpret written, verbal, numerical and diagrammatic information and respond appropriately to both routine and unexpected situations.
Physical Demands
The physical demands described here are representative of those that must be met by an employee to perform the essential functions of this position. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
While performing the duties of this position, the employee is regularly required to sit, stand, walk, talk, hear and use hands and arms. The position requires walking throughout cemetery grounds, including over uneven terrain and in varying weather conditions, and may require stooping, kneeling, crouching or climbing. The employee must regularly lift and/or move up to 15 pounds. Specific vision abilities include close vision, distance vision and the ability to adjust focus.
Working Conditions
Work is performed in an office setting and throughout cemetery grounds, including outdoors in varying weather conditions. The noise level is generally moderate. The position requires local travel and may require evening and weekend hours to meet with families, attend services or participate in outreach events.
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This position description is intended to indicate the general nature and level of work performed by employees within this classification. It is not intended to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned to this position.
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