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	Post Title
	Health and Safety Assurance Officer – Fire Safety

	JE Reference 
	W808
	Grade 
	G
	SCP Range
	34 - 36


Reporting line:




Job Purpose:
To support the Health and Safety Assurance Lead in providing an effective and proactive audit and assurance function.

To be responsible for all aspects of fire safety throughout the authority. To provide professional guidance, support and training on all matters relating to compliance with appropriate statutes, regulations and guidance and in particular the Regulatory Reform (Fire Safety) Order 2005.

Promote, continuously develop and pro actively implement effective corporate Fire Safety throughout all Directorate and Service areas of the Council.
To play a key role in the validation of the partner bodies internal control framework, challenging the management in its adoption of governance across the partners. To ensure that the policies and priorities of each partner body are conformed to and that the governance arrangements are in place to effectively underpin the production and validation of their internal control framework.
Relationships:

Accountable to: 
Assurance Lead H&S
Accountable for: 
N/A
General: 
The Council’s Executive Management Team, all elected Members of the Council (Including Cabinet Members), HOS, senior officers and nominated budget managers, auditors, inspection body representatives, peers across other public sector bodies.
Key duties and responsibilities:

1. To support the Audit and Assurance Manager and Assurance Leads in delivering a professional and effective audit and assurance function that is fit for purpose and takes account of the needs of all users.
2. To work with the Assurance Leads and all members of the team on the delivery of the operational aspects for the Service.
3. To support the Health and Safety Assurance Lead in promoting and implementing effective Fire Safety management and compliance throughout the Council.
4. Carry out fire safety inspections and audits in all council owned or occupied premises to identify shortfalls in fire safety compliance, unsafe working conditions and unsafe working practices. Reporting to appropriate directors and managers the results of such inspections and audits, making recommendations for remedial action. 
5. To provide advice, guidance and support on all matters relating to current fire safety legislation and in particular the Regulatory Reform (Fire Safety) Order 2005. 

6. To plan, prepare and deliver fire safety training. Eg responsible person, fire risk assessment, fire wardens and general fire safety awareness to all relevant persons throughout the Council.
7. To carry out, monitor and review fire risk assessments in varying types of premise. To create suitable fire evacuation Plans and advise on the development of personal emergency evacuation plans when required, To assist with the purchase and location of appropriate fire fighting equipment.

8. Liaise with the Team’s insurance colleagues to assist in minimising the losses arising from fire and investigating causes to prevent reoccurrence. To monitor and identify corporate trends and assisting the Health and Safety Assurance Lead in developing and implementing a strategic action plan.
9. To liaise effectively and progress diplomatically and assertively Fire Safety issues with appropriate internal and external clients and service providers.  

10. Monitor the fire strategy implemented in all council premises. Analyse findings & make recommendations to Directorate managers and School head teachers for improvement as necessary.

11. To contribute to the monitoring and management of the impact of changes to relevant legislation on behalf of the Council, ensuring that the Council complies with these regulations at all times.

12. Through a comprehensive inspection schedule, determine the suitability and effectiveness of both passive and active fire safety systems in all council premises. Providing detailed information to Directors and Premises Managers advising on non compliance and remedial action necessary.
13. To contribute ideas to making changes in team policy, strategy and practice.  
14. To support the integration strategy of the Audit and Assurance Service and the achievement of performance targets by adopting a flexible approach to the completion of any assignments allocated from the agreed annual audit and assurance plan.

15. To liaise closely with team colleagues representing information governance, health and safety, risk management, business continuity to support the Audit and Assurance Manager in achieving an integrated approach to assurance.
General/Corporate Responsibilities:

1. To undertake such duties as may be commensurate with the seniority of the post

2. To ensure that the Council’s corporate Health & Safety policy is followed and training is undertaken in all pertinent health and safety procedures

3. To partake in the Council’s and Directorate’s staff training and development policies as well as the Council’s system of performance appraisal
4. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner

5. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy.

6. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives

7. To ensure the highest standards of customer care are met at all times

8. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers

9. To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data.

10. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding.
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PERSON SPECIFICATION

	JOB TITLE
	GRADE

	Health and Safety Assurance Officer – Fire Safety
	G


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Substantial experience of completing audit/inspection/investigation assignments with minimum of supervision.
· Substantial experience in Fire Safety management and regulation and current fire safety legislation. 
· Substantial experience of working as a Fire Prevention Officer.

· Experience working as a Health & Safety Officer at an operational level or in a health and safety related field.

· Substantial experience of working independently, negotiating, persuading and advising at a senior level both internal & external to the business to introduce and implement practice and policy. 
· Experience in policy development, review and maintenance.

· Experience in identifying and implementing health, safety and fire safety training, to meet diverse learning styles and knowledge levels.


	· Local authority exposure and experience
· Change management awareness
· Experience of delivering training on a wide range of health and safety related topics.

· Supervisory experience at an operational level with experience of leading and supervising colleagues on an assignment
· Exposure to performance improvements.

· Experience in policy development, review and maintenance.

· 
	A, I

	SKILLS AND ABILITIES
	· Ability to lead on and encourage others in the use of adequate fire protective and preventative techniques.
· Ability to understand and translate a range of issues into timely and practical solutions.
· Able to deliver training.
· Ability to influence and persuade colleagues and peers at a variety of levels, including senior manager, in order to facilitate critical decisions being reached.

· A flexible and challenging disposition.

· Excellent communication and interpersonal skills.
· Excellent report writing skills.

· Objective and constructive approach to problem solving.

· Ability to complete, with only minimum supervision, audits and inspections relating to  health and safety policy, accidents or near misses and asbestos management
	· A creative and innovative approach
· Ability to motivate staff to ensure high standards are delivered.

· Good IT skills and familiarity with office packages e.g. Word, Excel, email etc.

· Training skills and ability to train an audience of several people.

· Ability to enforce and implement health and safety policy.


	A, I

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· Clear and concise knowledge of the Regulatory Reform (Fire Safety) Order 2005.
· Local authority knowledge and intelligence.

· Substantial & detailed knowledge & understanding of health & safety legislation & good practice requirements.

· Clear visible understanding of safety issues relating to Building/construction.

· Qualified - NEBOSH Fire Certificate 
· Qualified - NEBOSH General Certificate
· Membership of a recognised health and safety or fire safety organisation. eg IOSH, IFSM
	· Substantial relevant experience or previous education to graduate level in appropriate degree.

· Impact assessment training and other relevant training in a health and safety or risk management field.
· Technical knowledge of relevant surveying both building and others

· Technical knowledge in Health and Safety management and regulation


	A, I, C

	OTHER REQUIREMENTS
	· Flexible approach to work by responding to the needs of the services including, at times, requirements to work beyond normal working hours.
· Flexible approach to the Team as a whole by taking on additional assignments to help ensure team targets are met.

· Strong team player, committed to an ethos of continuous improvement.
· Ability to work under pressure and to achieve outcomes with tight deadlines and resources.

· Commitment to undertake training to update skills.
· Full driving license
· Evidence of own continuous personal and professional development


	
	A, I, C

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users
	· Evidence of having completed training in  equality and diversity awareness
	A,I

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service 


	· Evidence of surpassing customer expectations or service targets / goals
	A,I


METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE
R = REFERENCES
Job Description & Person Specification





Audit & Assurance Manager





Assurance Lead – Health and Safety





Health and Safety Assurance Officer – Fire Safety








this is Redcar & Cleveland

