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JOB DESCRIPTION
Health & Safety Administrator, People and Organisational Effectiveness


	Job Title: Health & Safety Administrator
	Present Grade:	4

	Department/College:	Health & Safety Office, People and Organisational Effectiveness

	Directly responsible to:	 Assistant Director (Health & Safety)

	Supervisory responsibility for:	N/A

	Other contacts
		

	Internal: H&S Office team members, Departmental H&S Officers, First Aiders, Facilities, academic, technical and professional service staff.


	External: Service providers for the H&S Office including third party trainers.


	Overall purpose:
Support the H&S team with administration and processes associated with provision of a health and safety advisory service and occupational health surveillance to the wider University. 

Major Duties:

Monitor the H&S inbox and signpost information available on health and safety arrangements and guidance. 

Provide support relating to the coordination of Occupational Health Surveillance appointments with the third party supplier including maintenance of the database. 

Support the organisation and scheduling of a range of H&S training, workshops and events. Liaise with trainers/contributors and service providers from inside and outside the institution, raising purchase orders and processing related administration.

Providing support to members of the H&S Office in the development of e-learning modules, including uploading onto the learning platform (Moodle). 

Monitor and maintain the records of qualified first aiders ensuring that qualifications remain valid and ensure that lists of qualified staff are published termly.

Provide support for H&S management system software, assisting with user access and queries. 

Produce periodic reports in relation to incidents, fire and training for scheduled committees and meetings.

Provide support for radiation services to staff and students and maintain the associated records and databases.

Provide support on the monitoring of actions from fire risk assessments.

Contribute to communications for distribution to all staff regarding new policy and guidance, new training and learning and to update the University community on matters relating to health and safety.

Provide support for the running of the H&S Consultative Committee, and other working groups as required. 


Update and maintain sections of the H&S website.

Any other duties as may reasonably be required, consistent with the grade of the post.
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