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JOB DESCRIPTION 
	Post Title:

	Health and Safety Advisor

	Post Reference:


	Grade 8 -  ?

	Department:


	Health and Safety

	Responsible to:


	Health and Safety Manager


	Overall Purpose of the Role:
(Summarise the key responsibilities to achieve the overall purpose of the role and attach the organisational chart appropriate to the area)

	To promote a health and safety service, effectively embedding a proactive and positive health and safety culture, to affect the protection of staff, students, visitors and other persons in the course of their work. Provide health and safety advice and guidance, undertake monitoring and auditing duties, identify training needs, undertake accident investigations and prepare regular reports


	Key Responsibilities
(Detail the key responsibilities and activities to ensure the overall purpose of the role is achieved)

	In support of the H&S Manager contribute to development and implementation of Health, Safety and Environmental Safety policies, procedures, risk assessments and systems to help ensure health and safety systems are in place, including provision for student placements.
Assist Executive Team, Managers and other staff in the implementation of the Policy to maintain a safe working environment in all College work areas and offices and to advise them of the legal obligations under the Health and Safety at Work Act and all relevant legislation. 

Keep an up to date working knowledge of legislation relating to health and safety.

Audit and inspect College premises, plant and processes to ensure that the necessary safety measures are maintained, and recommend where additional safety measures are required. Provide feedback on completed audits, inspection draw up action plans and implement within agreed timescale.

Conduct investigations relating to accidents and dangerous occurrences and report to the required authorities providing recommendations and action of any preventative measures.

As one of the competent persons for this area, provide expert policy advice to support health, safety and environmental strategies and deputise as required for the H&S Manager.
In conjunction with the values of the H&S Team, carry out training of staff in the use of the H&S Management System through the software portal. As required develop and deliver training on H&S related topics.
Actively promote a health and safety culture through the appropriate induction and training of staff, aiding staff where required.

Liaise with appropriate external agencies to maintain and improve health, safety and welfare.

Working in conjunction with the H&S Team, contribute to the development of a continuous H&S Improvement Plan for the College. 

Support and contribute to the College Health and Safety Action Groups. In the absence of the Health and Safety Manager, act as advisor to the Health and Safety Action Group when required.



	Key Contacts/ Relationships 
(Detail the internal and external contacts and relationships 
Internal

Senior Management Team and College Management

Health and Safety Team and all College Staff/Students and Visitors
External

Health and Safety Executive

Emergency Services

Environmental Health Officers

Contractors and other external agencies as required.




Generic Information to all Roles 
The responsibilities described within the job description are not intended as exclusive or exhaustive.  They are to highlight the major tasks and duties of the role and the post holder may be required to undertake other duties that are consistent with the overall purpose of role.  
It is expected that every job description will be subject to an annual review or after six months of appointment.  In addition, posts may be reviewed where there is a change in the requirements of the college as detailed in the Managing Organisational Change Policy and Procedure.  

It is expected that post holders will understand the policies and procedures within Fife college, particularly where those relate to equality and diversity, health and safety and safeguarding.  
Every member of staff is expected to be a role model to others within the college and those they encounter in the course of their duties upholding the college’s values.  
PERSON SPECIFICATION
	CRITERION
	ESSENTIAL 
	DESIRABLE



	Education and Qualifications 


	NEBOSH National General Certificate 

Good standard of computer literacy.
Membership of IOSH

	NEBOSH Diploma or working towards the Diploma or equivalent Health and Safety qualification.


	Experience 


	4 years’ relevant extended H&S experience gained within a large multi-disciplinary organisation.
Experience of implementing Safety Management Systems
	Experience of developing and conducting Health and Safety Management Audits.


	Skills/ Attributes

	In depth knowledge of health, safety and welfare legislation and relevant Codes of Practice

ICT proficiency

Effective communication including the ability to deliver relevant training

Ability to analyse and evaluate information
Ability to produce succinct and appropriate reports/information on a wide range of health and safety related matters within tight timescales.
Effective relationship management working with internal and external customers

Ability to work flexibly and when required to work out of hours for emergencies or to support unforeseen circumstances 
	

	Any Other Relevant Criteria


	Full & Valid Driving Licence.

The role will require frequent travel within the Fife region with further travel around the country.
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