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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Corporate Health and Safety Officer

	GRADE:
	MG8  

	POST NUMBER:
	6508A

	RESPONSIBLE TO

	Safety & Wellbeing Manager

	JOB SUMMARY:

	To deliver the council’s health and safety responsibilities by enabling staff to discharge their responsibilities and to implement the council’s corporate health & safety management arrangements.

To be the council’s specialist for corporate health & safety; providing advice to council officers to help them manage health and safety risks as directed by the Safety & Wellbeing Manager.

	ROLE REQUIREMENTS:
	

	1. 
	To support the Safety & Wellbeing Manager in connection with their role for corporate health & safety. To provide professional and competent advice on all health, safety and wellbeing issues to all levels in the Council.

	2. 
	To provide guidance to the Safety & Wellbeing Manager, Corporate Directors, Members and Officers on relevant changes in legislation relating to health & safety in the public sector and their impact on the Council.

	3. 
	To support the administration of accidents and incidents on internal digital recording systems and provide relevant information to departments to aid risk management decisions.

	4. 
	To direct, support and advise the various internal health and safety committees and groups.

	5. 
	To support in the development and implementation of internal policies, guidance and procedures concerning health & safety.

	6. 
	To respond to internal and external corporate health & safety requests for service, FOI requests and complaints.

	7. 
	Be the specialist advisor for corporate risk management and for strategic projects. 

	8. 
	Support Business Continuity by providing specialist advice for the co-ordination and management of corporate policies including the risk management framework and flood risk policy.

	
	Corporate Health and Safety

	9. 
	To undertake assigned work as relevant to support the council to discharge its corporate health & safety duties.

	10. 
	To support the council to achieve its statutory duties as relevant to health & safety. To undertake a range of interventions including monitoring, investigations, training, inspections and audits, working to improve the corporate health, safety and wellbeing performance and culture.

	11. 
	To record and review corporate health & safety accidents and incidents and where appropriate make formal notifications. Liaise with enforcing authorities as required on behalf of the council in the reporting of accidents, incidents, dangerous occurrences under RIDDOR to the Health and Safety Executive (HSE). Analyse data to identify themes and trends and recommend solutions to reduce risk.

	12. 
	To investigate corporate health & safety incidents liaising with staff, line managers, trade union representatives and staff safety representatives as appropriate. To prepare investigation findings reports and make recommendations to apply lessons learnt.

	13. 
	To provide support to managers and services when preparing, reviewing and amending their risk assessments and undertake planned and ad-hoc audits, inspections and monitoring activities, including those carried out by third parties. Ensure risk assessments are robust and that they are suitably communicated and implemented. 

	14. 
	To advise managers on, and where necessary provide, relevant health & safety information, instruction and training for employees and work with HR to maintain the staff training record database.

	15. 
	To formulate, review and implement the council’s health & safety policies and procedures. Provide corporate instruction for health & safety, first aid, fire safety, asbestos and general health & safety training needs including the development, review and implementation of relevant corporate policies.

	16. 
	To support, promote and participate in corporate health & safety and wellbeing communications, initiatives and campaigns.

	17. 
	To provide first aid and fire marshal/officer cover at Civic functions/events and the Civic Centre as required.

	18. 
	To support in the co-ordination of emergency procedures and personnel including evacuations, fire and first aid.

	19. 
	To continually review the systems and processes employed in the delivery of the council’s services and ensure that information on new legislation and health & safety issues are reviewed and disseminated as required throughout the council.

	20. 
	To maintain competence in a variety of health & safety disciplines by undertaking training as agreed to maintain skills, develop experience and extend knowledge in order to perform duties safely.

	
	General 

	21. 
	To assist and support other staff within the team in the performance of their duties in line with the post holders qualifications and experience.

	22. 
	To contribute positively towards the achievement of the Council’s Corporate Plan and corporate initiatives and to promote a corporate approach to matters within the control of the post.

	23. 
	To positively support interaction with the community by developing initiatives to increase openness and accessibility of Council services and to develop effective mechanisms for liaison, consultation and participation with the community.

	24. 
	To promote, communicate and help deliver the corporate agenda and directives, and to facilitate a two-way exchange of views and ideas throughout all levels of the Council.

	25. 
	To enhance your own performance by continuously developing your own knowledge and skills, and optimising your own resources to meet your objectives.

	26. 
	Equal Opportunities

a) To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.

b) To recognise that people have different abilities to contribute to the Council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	27. 
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.

c) To participate in the recovery stage following the emergency.

	28. 
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	29. 
	Data Protection

To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	30. 
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the Council’s Health and Safety Policy, available on the Intranet or from Personnel.

	31. 
	Safeguarding 

Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	32. 
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS: Essential car user 
July 2024


[image: image4.jpg]



PERSON SPECIFICATION

	JOB TITLE:
	Corporate Health and Safety Officer

	POST NUMBER:
	6508A


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Diploma or equivalent specifically relevant to health & safety
	· Membership of IOSH/IIRSM
· Willingness to undertake further relevant qualifications

· Demonstrable continuous professional development (CPD) records

	EXPERIENCE
	· Working in a  health & safety environment
· Risk management
· Delivering training on general health & safety and specific areas including risk assessments
· Providing competent advice, guidance, and support to officers and managers on all operational health, safety, and wellbeing issues
	· Local Government

· Writing and monitoring health & safety policies and procedures
· Investigations following reports of accidents and incidents to complete RIDDOR reports, witness statements, etc.

	SKILLS & KNOWLEDGE
	· Legislation relating to health & safety
· Good understanding of IT software
· Excellent written skills with attention to detail
· Confident communicator with developed interpersonal skills
· Ability to plan ahead
· Ability to persuade and influence in challenging circumstances
· Displays sensitivity, tact and diplomacy in all situations
· Ability to collate and analyse information, identify trends, and recommend/implement solutions
	· Ability to take initiative and make professional recommendations in relation to risk management, health, safety and wellbeing issues
· Ability to work collaboratively with managers, officers, employees, safety champions and trade union representatives on all health, safety and wellbeing issues
· Knowledge of UK health & safety legislation and best practice

	OTHER REQUIREMENTS
	· Ability to keep up to date on legislation and understand the impact of any changes in relation to health & safety 
	· Able and prepared to work outside normal office hours

· Physically fit enough to carry out the basic first aid and emergency evacuation procedures

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  
· Able to communicate effectively across the organisation, with external stakeholders and the community. 

· An understanding of financials that relate to insurance.




	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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AMBITIOUS

| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour
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Open to Change
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Commercial and
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Decision Making and Problem Solving
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