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ROLE PROFILE
		
	General Details


	Job Title
	Health and Safety Officer

	Vacancy Number
	VN0177/26

	Department
	Site Services

	Reporting to
	Director of Estates

	Place of work
	Wellington Campus, with support for other sites

	Tenure
	Permanent 

	Hours/FTE
	15 hours p.w., term time only.

	Salary
	£11,519.88

	Terms & Conditions
	Business Support Staff

	DBS
	Enhanced 



Our Vision is to be a world class college underpinned by our core values of  ambition, respect and connection

Our Mission is to deliver the highest quality of education and training for our communities.

The Role

To provide health and safety advice and support across all College activities, acting as a central point, in conjunction with the Director of Estates, for any occupational and vocational health and safety concerns and queries.  The College is now a multi-site College, and there will be an expectation that the post will cover all buildings within which the College has a presence. 


Main duties and responsibilities

The successful applicant will be expected to:

· Carry out and record general day-to-day health and safety checks and inspections. 
· Be a central point for advice and guidance on health and safety issues, supporting curriculum and business support staff accordingly.
· Carry out regular workplace inspections of vocational departments, collating reports and action plans, and following up on timely completion of remedials recommended.
· Updating risk assessments and COSHH registers, with relevant departments, to ensure they are current and fit for purpose.
· Reviewing risk assessments on an annual basis, and creating new risk assessments for one off events and activities.
· Checking comprehensiveness of risk assessments produced by others for trips, off-site and on-site activities.
· Support the Director of Estates with providing training sessions and inductions to new and existing staff.
· Reviewing and updating the College Health and Safety policy, in conjunction with the Director of Estates, to ensure that the contents remain current and inclusive of any legislative amendments.
· Liaising with other managers to promote good health and safety practice and prevention.
· Co-ordinating and monitoring fire drills in all buildings, and sites, on a termly basis, recording evacuation times and any issues experienced, ensuring they are closed out timely.
· Supporting the Director of Estates with completion of PEEPS and individual health risk assessments for staff and students, where requested.
· Monitoring accident and incident reports, following up with investigations where required, recording data and analysing in accordance with College policy, analysing trends to determine emerging issues.
· Providing information and statistics to feed-in to management reports.
· Attend health and safety committee meetings, providing updates and guidance on relevant legislative changes.
· Know and abide by the Health and Safety rules within the College, and be aware of good practice in the working environment.
· With the Director of Estates, deliver the College H&S plan to ensure the organisation confirms to high standards.
· Undertake any other duties commensurate with the grade of the post, as may be requested by your line manager, for any site the College has provision within, or may acquire in the future.
· Be staff and student focussed, supporting all equally and professionally.
· Identify the financial, health and safety, equality, confidentiality and other risks associated with the post’s sphere of responsibility and to define and take positive action to manage those risks.
· Carry out any other such duties as may reasonably be required.
· Carry out all duties in the context of the practical application of the College’s equal opportunities policy and act responsibly at all times in order to maintain the health and safety of yourself and others.



Other Corporate Responsibilities

· Reflect the vision, mission, aims and values of the College.

· Always strive for continuous improvement in your professional practice and delivery of outcomes. 

· Commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults.
· Participate in the College’s Performance Development Review and engage in continuous professional development.
· Support enrolment procedures as appropriate and cover for absent colleagues as appropriate.
· Be compliant with Data Protection Act arrangements and confidentiality.

· Identify the financial, health and safety, equality, safeguarding, confidentiality or other risks associated with the post’s sphere of responsibility and to define and take positive action to manage these risks.

· Carry out such other duties as may reasonably be required from time to time.

This role profile is current as the date shown. It is liable to variation to reflect changes in the role, priorities and circumstances.




PERSON SPECIFICATION

EVIDENCE KEY

	A  =
	Application

	I   =
	Interview

	R  =
	References

	T  =
	Test

	P  =
	Presentation

	C =
	Certificate

	Or a combination



	


	Essential
	Desirable
	Evidence

	1. Be in possession of relevant H&S related qualifications, such as the NEBOSH general certificate in occupational health and safety, and IOSH Managing safely.
	ü
	
	A/I

	2. Experience of using MS Office applications such as Word and Excel, and general computer skills.

	ü
	
	A/I

	3. Relevant health and safety experience in an education setting, or employment as a health and safety advisor in other sectors.

	
	ü
	A/I

	4. Comfortable liaising with others, on the phone, via email and in person
	ü
	
	A/I

	5. Self motivated and well-organised.

	ü
	
	A/I

	6. Proactive – seeks solutions to problems 

	ü
	
	A/I

	
7. An understanding of and commitment to diversity and equality of opportunity

	
ü
	
	
I

	
8. Knowledge and/or competencies of health and safety as relevant to the post and a commitment to safeguarding the health and safety of learners and others

	
ü
	
	
I

	9.  Skills and Knowledge:
· Able to work effectively on their own initiative as well as being a part of a team, having a common-sense approach to tasks.
· Be confident to be able to deal with all levels of staff, students and visitors.
· Be approachable, pleasant, good humoured and patient.
	
ü


ü

ü
	

	
A/I/R


A/I

A/I/R

	10. Show that you are committed to working to high standards and provide a quality service. Including showing integrity and being punctual, reliable, trustworthy, and conscientious.
	
ü
	
	
A/I/R

	11. Have excellent communication and interpersonal skills and be able to adapt to all situations
	ü
	
	A/I/R

	12. Possess a full driving licence and have immediate access to a car in case of emergency callout
	ü
	
	A/I

	13. Physically fit as the post involves a great deal of walking, climbing stairs and heavy lifting and lowering
	ü
	
	I

	14. An understanding of and commitment to diversity and equality of opportunity
	ü
	
	I

	15. Knowledge and/or competencies of health and safety as relevant to the post and a commitment to safeguarding the health and safety of learners and others
	ü
	
	I


 


ADDITIONAL INFORMATION

Conditions of Appointment

All Appointments to the College are subject to:

· Verification of relevant qualifications
· Receipt of references considered suitable by the College
· Verification that you are legally permitted to work in the United Kingdom
· Disclosure & Barring Service (DBS) Checks

The College’s policy is to have an enhanced disclosure check for all posts. As an organisation using the Disclosure & Barring Service (DBS) to assess applicants’ suitability for positions of trust, the College complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.  The College has a written policy on the recruitment of ex-offenders which is available from Human Resources.

Equality and Diversity 

The College is an equal opportunities employer and encourages applications from all sections of the community.
	
The College welcomes applications from persons with disabilities and will interview any person with a disability who meets the essential criteria for the role as outlined in the person specification. 
	



Safeguarding

The College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment. 

Location

The postholder will be required to carry out their duties on the College premises.
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