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                                                                      Job Description
	Department:
	Corporate Services

	Division/Section:
	Corporate Health and Safety Team 

	Job Title:
	Health and Safety Advisor (Development role)

	Post No:
	014215

	Grade:
	9 - 11

	Reports to:
	Head of Service Health and Safety 

	Organisation Chart:
Show immediate manager and any jobs reporting to this post.
	[image: ]
Progression to manager will be subject to meeting the requirements of the CHST Officer progression / development route and vacancy.

	
DBS Check applicable?

	
Basic ☐   Standard  ☐     Enhanced ☐     None X

	
	Is post exempt under the Rehabilitation of Offenders Act 
1974 in respect of declaration of spent convictions?
                                     Yes ☐      No   X

	Line Management responsibility for:
	No. of direct reports: N/A

No. of indirect reports: N/A

	Size of budget: 
	 N/A 

	Job Purpose:
	To support the council’s leadership team by providing strategic direction for effective health and safety management throughout the council. To ensure compliance with the relevant legislation and best practice, and to act as the council’s “competent person” for the purposes of the Management of Health and Safety at Work regulations.  

This role will support the H&S HoS and Managers in the implementation of the council’s health and safety policies and safety management system so that the relevant duty holders can fulfil their responsibilities to enable the council to ensure so far as is reasonably practicable, the health, safety and welfare of employees at work and others (volunteers, contractors, agency staff, visitors and members of public etc) who may be affected by the council’s undertakings. 

The role will also: 
· Audit and measure policies relating to H&S activities.
· Set minimum performance standards for the delivery of H&S
· Provide advice, control and direction to Directors, Offices and Members
· Be accountable for specific areas of H&S delivery.
· Train CLT and others so they are aware of roles and responsibilities.
· Support in the development and management of a H&S risk register.
· Ensure service providers are demonstrably performing in accordance with H&S KPIs
· Deliver innovation and change.
· Establish Governance for decision making, reviews and investigations.
· Actively champion and promote H&S across the Council and its stakeholders and partners.
· Work in accordance with their current level (See JD/PS development)

As a health and safety professional, be aware of current or future issues that may influence the council’s practice or impact the council’s position. 







Main Duties and Responsibilities:
	
1. To provide support to managers and the senior management team in relation to serious incidents under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) and ensure that a suitable and sufficient incident reporting system is available for all employees to report work related incidents. 

2. To act as the “Responsible Person” to ensure that certain serious workplace accidents, injuries, occupational diseases and specified dangerous occurrences (near misses) are reported to the Health and Safety Executive (HSE) within the timeline stated within the regulations.

3. Support the council’s strategy in dealing with reporting of work-related injuries, providing advice, co-ordinating the local response, identifying solutions where appropriate and reviewing the outcome.

4. Provide professional support to the Health & Safety Team, to ensure the delivery of the service is in line with council priorities and business needs.
 
5. Through the application of broad and in-depth knowledge of the full range of council services, provide and co-ordinate health and safety advisory input to directly delivered services, commissioning and procurement processes to secure quality, efficient practice, and customer satisfaction.

6. Support the co-ordination of the council’s quarterly health and safety meeting with service representatives and trade unions to ensure meetings are meaningful, solution focussed and promote a positive health, safety and well-being culture throughout the council by reporting on active monitoring activities and management data to ensure overall performance is reviewed and monitored.

7. Support / develop and maintain healthy working relationships with key parties such as senior management, operational management, partner organisations, trade unions and members, to build mutual trust and respect. 

8. Develop and maintain an effective health and safety policy and any associated procedures or guidance and ensure policies, procedures and guidance are maintained and reviewed considering any changes to legislation, new case law precedent or if there is a business needs.

9. Proactively engage and assist the H&S team and with wider colleagues and partner organisations to address organisational and service needs. 

10. To support, create and deliver health and safety related training, auditing, incident reporting as well as supporting the use of all health and safety / management systems.

11. Develop innovative and effective outcome-focussed solutions to new and emerging health and safety risks and direct the function to deliver cost effective, efficient, and professional services, in line with financial and operating standards. 

12. To undertake the role of CDM (construction design and management) advisor in accordance with the Construction (Design and Management) Regulations) on projects (if qualification held), carry out construction site inspections and attend meetings, providing advice and assistance as required

13. Represent health and safety cross cutting, organisation wide innovative work streams and workforce risk management strategy, drawing on technical expertise and professional judgement to inform and shape. Work with senior managers to consider high-level and long-term training needs and, skills gaps and talent management requirements, using robust workforce planning and intelligence data to guide this.

14. Maintain competence and regularly research and be alert to changes to occupational health and safety, government and public health legislation and best practice, keeping up to date with new and emerging developments and innovation and how this can be applied to the organisation. 

15. Ensure that all aspects of health and safety practice and advice is mindful of and fosters an inclusive culture, where everyone is valued for their contribution. Challenge practices to break down barriers to equality and encourage diversity through robust policy, guidance, and work practices.
 

	Generic Responsibilities:
	To carry out all responsibilities with regard to the Council’s Equalities Policy and Procedures and Customer Care Policy.
To comply with all Health & Safety at work requirements as laid down by the employer.
The council is committed to safeguarding and promoting the welfare of children and vulnerable adults and expects all staff and volunteers to share this commitment.

	Flexibility Clause:
	Other duties and responsibilities express and implied which arise from the nature and character of the post within the department (or section) mentioned above or in a comparable post in any of the Organisation’s other sections or departments.

	Variation Clause:
	This is a description of the job as it is constituted at the date shown.  It is the practice of this Authority to periodically examine job descriptions, update them and ensure that they relate to the job performed, or to incorporate any proposed changes.  This procedure will be conducted by the appropriate manager in consultation with the postholder.
In these circumstances it will be the aim to reach agreement on reasonable changes, but if agreement is not possible the Head of Service reserves the right to make changes to your job description following consultation.



	DATE:
	May 2024 
	COMPLETED BY:
	Paul Parry
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                                                                 Person Specification
	JOB TITLE:
	
Health and Safety Advisor (Development)
	POST NO:
	014215 

	GRADE:
	Grade 9 - 11 
	DEPARTMENT: 
	Corporate Health and Safety Team

	HOURS
	37
	
	

	DIVISION:
	Corporate Services 
	DIRECTOR:
	Cecille Booth 

	DATE:
	10th May 2024 
	COMPLETED BY:
	Paul Parry 



	ATTRIBUTES
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	KNOWLEDGE
	Demonstrate knowledge, understanding and practical interpretation of health and safety legislation and best practice
	


	SKILLS & ABILITIES
	· Good written, verbal and interpersonal communication
· Computer literacy 
· Able to produce concise and accurate reports and analyse data
· Able to effectively manage personal time to resolve conflicting workloads and to meet deadlines.
· Ability to act with sensitivity and handle confidential information. 
	You will be capable of working effectively as part of a team, but also confident working alone at times, with minimal supervision. 

Level 11
You will be capable of dealing with complex tasks, have a sound knowledge of health and safety legislation and experience of HS within the workplace. The post holder will be expected to undertake health and safety inspections and/or auditing, with an ability to produce concise and accurate reports

Level 9
You will have a sound knowledge of health and safety legislation and will have experience in the application of appropriate standards within the workplace working as part of a team supporting the HoS and managers.

	EXPERIENCE
Level 11
	· Fully qualified L6 HS Advisor
· Minimum of 18 months direct experience in health and safety role.
· Qualified and competent to undertake HS advisor role.
· See JD/ PS progression / development route.
	Ability to fulfil a wide range of HS duties, including producing policies, guidance’s, auditing, training and giving competent HS advice

	EXPERIENCE 
Level 9
	· Ability to undertake basic HS duties, assisting the health and safety team.
· See JD/PS progression / development route
	Some experience in supporting the development of health and safety policies and procedures, health and safety systems and training.  

	QUALIFICATIONS
Level 11
	· Hold the NEBOSH Diploma 6 or NVQ 6 in Health and Safety (or equivalents).
· Tech IOSH level or above with current CPD.
	Other relevant health and safety qualification


	QUALIFICATIONS 
Level 9
	· Ideally hold an IOSH Managing Safely or a L3 NEBOSH General or Fire, Construction certificate (or equivalents) or working towards this level. 
· Mentoring by HS Managers
· General knowledge of health and safety
· Experience, skills competency assessed by interview with Head of Service.
	· 

	
PERSONAL CIRCUMSTANCES

	· Current driving license and business car insurance
· Provision of a suitably insured vehicle for use in connection with the duties of the post
	

	EQUALITY
	Candidates must demonstrate understanding of, acceptance and commitment to the principles underlying equal opportunities.
	

	CUSTOMER CARE
	Knowledge and understanding of effective customer care
	


[ At the end of each criteria the following codes are used to indicate how the criteria will be assessed: (AI) Application / Interview, (P) Presentation, (W) Written Test.]





PCC Corporate Health and Safety Team
Progression / development route – Heath, Safety Posts 2024
	Post
	Grade
	Requirements of post
	Key criteria for each post to progress to next level

	Head of Service Health and Safety
	Hays 7
	Fully qualified L6 Health and Safety professional.
Minimum of 5 years extensive experience in a senior Health and Safety management role.
Qualified and competent to undertake a senior HS role.
See JD/ PS.
	· Chartered Member of the Institute of Occupational Safety and Health (CMIOSH)
·  Hold the NEBOSH Diploma 6 or NVQ 6 in Health and Safety (or equivalents).
· NEBOSH Fire Certificate.
· Experience, knowledge, skills competency assessed by interview with Service Director.

	Health and Safety Manager

014840
014841
	13
	Fully qualified L6 Health and Safety Manager.
Minimum of 18 months experience in a Health and Safety Advisor role.
Qualified and competent to undertake HS manager role.
See JD/ PS.
	· Chartered Member of the Institute of Occupational Safety and Health (CMIOSH) or Certified Member (CertIOSH) working towards CMIOSH. 
·  Hold the NEBOSH Diploma 6 or NVQ 6 in Health and Safety (or equivalents).
· NEBOSH General, Fire or Construction Certificate.
· Mentoring by Head of Service.
· Experience, knowledge, skills competency assessed by interview with Head of Service.

	Health and Safety Advisor

014215
	11

	Fully qualified L6 HS Advisor
Minimum of 18 months direct experience in health and safety.
Qualified and competent to undertake HS advisor role.
See JD/ PS.
	· Hold the NEBOSH Diploma 6 or NVQ 6 in Health and Safety (or equivalents).
· Tech IOSH level or above with current CPD.
· Mentoring by Head of Service / Managers.
· Experience, knowledge, skills competency assessed by interview with Head of Service. 

	Health and Safety Assistant / Apprentice

014215

	9
	Ability to undertake basic HS duties, assisting the health and safety team.
See JD/PS
	· Ideally hold an IOSH Managing Safely or a L3 NEBOSH General or Fire, Construction certificate (or equivalents) or working towards this level. 
· Mentoring by HS Managers
· General knowledge of health and safety
· Experience, skills competency assessed by interview with Head of Service. 


This should be read in conjunction with the relevant job description and subject to post and vacancies.


	Version: 2
	Date Issued: May 2024
	Review Date: May 2026
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