Job Profile
Health and Safety Support Officer
Grade D - G
	Group:  Corporate Services & Governance

	Location:  Civic Centre

	Service:  Human Resources & Litigation

	Line Manager:  Occupational Health and Safety Manager

	Car User Status:  Casual


Job Purpose


Career Grade – Essential Criteria 
	Grade


	Requirements

	D
	Affiliate Member of IOSH - Limited health and safety experience and no health and safety qualifications

	E
	Associate Member of IOSH - Level 3 accredited health and safety qualification and relevant experience in a health and safety related role

	F
	Technical Member of IOSH - A minimum of two years full time experience in a health and safety role,

	G
	Technical Member of IOSH - Year one pass of NVQ level 4 in OSH practice, cognate degree, PGD/BSC/QCA accredited level 6 Diploma






Competencies

	Communication

Teamworking

Dealing with customers/service users

Being flexible

Learning & developing

Making things happen
	Expressing ideas and information clearly and in a way which helps people to understand the message.

Working with other Council employees to achieve results and develop good working relationships.

Putting the customer/service user first and giving excellent service.

Adapting to change and working effectively in a variety of different situations.

Actively improving yourself by developing new skills and knowledge, and learning from past experiences.

Organising yourself and taking responsibility for achieving results.


To assist, in the provision of an occupational health and safety/disability support service for Gateshead Council. To contribute to the work of the health and safety team by providing advice, guidance and support to line managers to foster a culture where hazards are identified, risk is assessed and the appropriate risk controls applied.





The key roles of this post will include:





With guidance from the Occupational Health and Safety Manager / Health & Safety Officers, assist with;





The investigation of accidents, near misses and reported hazards and the completion of all appropriate documentation to facilitate an accurate analysis of statistics 


Inspections, surveys and audits to ensure standards are met 	and that there is compliance with safe working practices


Conducting fire risk assessments


Training and development of council employees to ensure 	compliance with all relevant legislation


Preparation of policies and procedures


Provision of advice to managers as appropriate on all matters





To co-ordinate and update manual and computerised records to ensure a high level of accuracy is maintained and data and reports can be produced.





To liaise with service users, suppliers and service providers to be responsible for the efficient operation of established procedures and prompt payment of invoices.





To provide clerical support to members of the health and safety team to ensure an effective and efficient service is provided.





To be responsible for disability support for employees of the Council including liaison with jobcentreplus in respect to Access to 	Work. 	





To supervise and develop disability support employees as required, to ensure an effective delivery of service





7.	Such other responsibilities allocated which are appropriate to the 	grade of the post.














































































































Desirable





Qualifications:


NVQ Level 3 in Business Administration (or equivalent)


Level 3 accredited health and safety qualification


Membership of IOSH (Affiliate/Associate or Technical level)


I.T. literate 





Experience of:





Clerk / administrative / reception duties


Working in a health and safety role


Current UK driving licence and access to a car or means to mobility support





Essential





Qualifications:


4 GCSE’s including Maths and English








Good interpersonal skills






























