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Health, Safety and Facilities Officer 
Job Description

Main Purpose of Job

To support the Head of Finance & Estates and the wider college management team by providing proactive health and safety advice and guidance.  To ensure the college properly discharges all duties in relation to facilities related statutory obligations.

Leadership
· To inspire and motivate the staff across the College to make health and safety a key priority
· To monitor all activity against target and recommend action as appropriate
· To deputise for the Head of Department as required

Health and Safety
· To identify health and safety training needs across the college and arrange delivery of appropriate training
· To support Heads of School/Departments in carrying out suitable and sufficient risk assessments, identifying strategies on how risks may be reduced and controlled
· To review all college risk assessments on a regular basis with relevant Heads of School/Department 
· To carry out and record regular audit inspections to check compliance with policies, procedures and risk assessments, managing any required actions through to a conclusion with the appropriate Head of School/Department
· To undertake an annual review of the College Health and Safety policy and other related policies
· To regularly review safe operational procedures across the College which identify and take account of all relevant hazards
· To conduct accident investigations and produce management reports and recommendations
· To liaise with regulatory bodies as necessary to ensure the College remains compliant with statutory regulations
· To plan practical and effective methods, both preventative and remedial of promoting healthy and safe working practices
· To lead and coordinate the College’s first aid provision
· To be responsible for the management of health and safety of College transport and trips and visits
· To provide regular reports on the College’s performance on health and safety to the management team, Board and others as required

Facilities Management
· To review existing facilities management strategy and arrangement, including the current service contracts and values, with a  view to improving value for money
· To procure, manage and track all property related statutory compliance and planned maintenance visits to ensure the College remains complaint with obligations
· To analyse and investigate all recommended remedial works as a result of planned maintenance or inspection
· To provide support to the Head of Department in procurement and delivery of capital projects

Personal Development
· To undertake staff development and attend staff meetings as required and requested
· To undertake continuous professional development

Additional Duties
· To meet the individual needs of all customers 
· To promote and safeguard the welfare of young people and vulnerable adults at the college
· To accept flexible redeployment and reallocation of duties commensurate with the level of the post.
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Health, Safety and Facilities
Qualifications
· NVQ Level 4 or equivalent
· Minimum of NEBOSH General Certificate
· Level 2 qualification in literacy and numeracy
· Evidence of continuing professional development
· Member of BIFM (desirable)
· Associate/Technical member of IOSH (desirable)
· Chartered membership of IOSH would be an advantage (desirable)

Knowledge/Experience
· Experience of managing Health and Safety within the FE environment
· An understanding of estates operations
· Experience of  inspiring and motivating others 
· Clear understanding of customer service
· Experience of effective team working and promoting relationships between staff, students and the community

Skills/Attributes
· Excellent communication skills
· Flexible approach
· Customer focused
· Logical approach to problem solving
· Ability to coach and mentor staff
· Computer literate including use of spreadsheets and databases
· Ability to think and plan creatively

Additional Requirements
· Ability to travel as required
· Willingness to work flexible hours

Post Information
· Reports to Head of Finance & Estates
· [bookmark: _GoBack]Salary –  £31,152 - £36,092
· The post holder will undertake all duties and responsibilities in compliance with regulatory, legislative and college procedural requirements.
image1.jpeg
Riverside
College

Cheshire




