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Job Description
	Directorate/Division:

	Health and Safety Department

	Title of Job:
	Health and Safety Officer


__________________________________________________________________________

	Responsible to:
	Health and Safety Advisor


__________________________________________________________________________

	Key Purpose:
	To support the administration of United Colleges Group’s health and safety commitment working with the health and safety advisor and by liaison with internal and external agencies.


__________________________________________________________________________

	Grade:
	Scale 6


	Location:
	Primarily Paddington Green Campus and will be required to work across the College.


__________________________________________________________________________

MAIN DUTIES AND RESPONSIBILITIES
	1.
	To work in a team and on own initiative under the supervision of the Health and Safety advisor, delivering administrative services to support compliance with United Colleges Group’s Health and Safety Policy.


	1.1
	General administrative assistance to the health and safety department.


	1.2
	To issue purchase orders as requested; reconciling and recording of invoices received against orders placed.


	1.3
	To maintain accurate and up-to-date records pertaining to health and safety.


	1.4
	To compile and analyse statistical data as required to improve the efficiency and cost effectiveness of the health and safety department.


	1.5
	To answer telephone calls, email correspondence, and respond positively to enquiries of personal callers.


	2
	Competent use of specific software particular to the health and safety service.


	2.1
	Provide support to the Health and Safety advisor, provision of and co-ordination of first aiders and fire wardens.


	2.2
	Scheduling of statutory documentation, mandatory training, and routine auditing.


	2.3
	To support the administration of central recording of risk assessments, audits and the management of hazard and risk.


	3
	To support the administration of recording and investigation of accidents, occupational diseases and dangerous occurrences and liaise with the Health and Safety Executive (HSE) if required. Ensure that all legislative requirements in terms of certificates, licences and consents are complied with in the areas of health and safety.

	3.1
	To support by liaison a monitoring schedule of regular cascading reviews of health and safety audits and action plans undertaken by each college department.


	3.2
	Updating the health and safety departments online staff intranet presence.


	3.3
	To administer to attendees scheduled Health and Safety Committee meeting documents and take minutes at meetings.


	3.4
	To undertake any other such duties, commensurate with the grading of this post, as required.



Addition essential responsibilities:

	4
	To undertake any training relevant to the efficient delivery of any of the above duties and to take responsibility for the post holders own professional development.


	4.1
	To undertake any such other, broadly analogous task as the group principal or their delegate may from time to time determine, or the demands of the College may require.


	4.2
	To always carry out the above duties with the College’s Equal Opportunities, Health and Safety, No Smoking and Quality Management Policies.


	4.3
	To always carry out his/her duties and responsibilities with due regard to the College’s Safeguarding, Equal Opportunities, Health & Safety, No Smoking and Quality Management Policies.


	4.4
	To support the Health and Safety advisor with administration for interventions or investigations pertaining to learners or staff with medical conditions, and UK Health Security requests.


	4.5
	To collaborate with UCG internal staff in Senior Leadership, Human Resources, Student Services, Safeguarding, and Mental Health Officers as required.


Special Conditions

	5
	The nature of this post means that the post holder may need to travel from time to time to all the College centres and to other external venues.


	5.1
	The post holder will be contracted to work for a defined number of hours per week, but it is a requirement of this post that the holder will flex these hours to reasonably meet external needs which may include working evenings and weekends.


	5.2
	This post Is within scope of regulations requiring Disclosure and Barring Service (DBS) check.


	

	Persons Specification – Health and Safety Administrator 

Minimum requirements of the post, with an indication of how these are to be assessed.



	
	Experience/Knowledge/Sills/Abilities


	Essential
	Desirable

	1
	Demonstrable experience in an administrative environment
	√
	

	2
	Proven reliability and a flexible and responsible approach to work with the ability to work independently as well as part of a team, being pro-active and showing initiative.
	√
	

	3
	The ability to respond to the manual handling requirements of the post.  To be able to lift and carry items of reasonable size and weight within the guidelines of health and safety directives.
	√
	

	4
	Experience of excel spreadsheet and a working knowledge of data capture and the process of data reporting.
	
	√

	5
	Ability to communicate effectively, orally and in writing, to be able to undertake the wide range of duties involved in this post.
	√
	

	6
	Ability to prioritise and work to deadlines.
	√
	

	7
	Good literacy/ numeracy skills for written communications, the handling of cash and accurate compilation of statistical data.
	√
	

	8
	Demonstrable understanding of the importance and need for maintaining confidentiality in certain areas of the work.
	√
	

	9
	Basic IT skills including Microsoft Office.
	√
	

	10
	Ability to organise own workload effectively without supervision.
	√
	

	11
	Ability to understand and apply the College’s policies and practice in relation to Health and Safety combined with a practical approach to Health and Safety in the working environment.
	√
	

	12
	Ability to use, knowledge of the Health and Safety at Work Act 1974.
	
	√

	13
	Qualifications relevant to administration duties - GCSE English and Maths A-Levels or equivalent qualifications. Previous administrative experience, Basic experience of bookkeeping and financial procedures.
	√
	

	14


	Minimum Level 3 Health and Safety Qualification 
	√
	

	15
	Enthusiastic and able to inspire students, colleagues, and clients.
	√
	

	16
	Prepared to participate in new developments and contribute professional advice.
	√
	

	17
	To understand and be committed to Equal Opportunities in   practice.
	√
	

	18
	In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including:

•
Motivation to work with children and young people.

•
Ability to form and maintain appropriate relationships and personal boundaries with children and young people.

•
Emotional resilience in working with challenging behaviours.

•
Attitudes to use of authority and maintaining discipline.
	√
	


2
This job description and persons specification is current at the date of issue. As and when the work of the College develops or changes so the areas of responsibility may be subject to change, and the job description will be reviewed. Such changes will, in the first instance, be made in consultation with the post holder.
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