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Job Description 

Health & Safety Compliance Administrator
Title of Post:

Health & Safety Compliance Administrator

Section:

Estates and Security
Responsible to:
Health & Safety Advisor
Hours:
36 hours per week, 52 weeks per year. 
Grade:
Scale 5

Location:
Based at Uxbridge Campus; postholder will need to travel to Hayes, Harrow-on-the-Hill and Harrow Weald on a weekly basis.
Purpose of Job:

To support the Estates & Security department in the provision and co-ordination of efficient and effective Health and Safety, and to ensure that all compliance up to date.  To undertake regular checks as part of the duty to ensure compliance is achieved.
Key Duties:
The principal duties are as described below but are not limited to this list:
Health & Safety

· Undertake regular compliance inspections and log the findings on software packages
· To manage the Safesmart H&S system liaising with the supplier regarding issues and updates.

· To produce reports from Safesmart on staff who have yet to complete required training.

· To produce monthly accident/incident statistics.

· Log all accidents on Safesmart and carry out investigations if required.

· Undertake DSE assessments across HCUC. Organise training via Safesmart and maintain records. 
· Check contractors on site and ensure they are complying with agreed RAMS (Risk and Method Statements), as required.

· Maintain a list of all Risk Assessment on theOneDrive site.

· Update information as required on the H&S OneDrive site 

· Report all H&S and maintenance problems on the Facilities Helpdesk.
· Work closely with all college mangers and staff to provide a proactive service to ensure the smooth operation of the college.
· To monitor Health & Safety on the site and arrange for any unsafe areas of the College to be made safe immediately.
· Supply/order DSE resources as necessary. Coordinate high needs cases with HR section.
· Compile duty first aid rota each term.

· Organise and run H&S induction training for new staff.

· Be the lead on all First Aid matters and order supplies as required

· Train as a 1st aider and be on the weekly rota

· Ensure compliance with Fire Regulation across HCUC by undertaking audits of fire doors (seals, intumescent strips, closers, signage) fire extinguishers (operational, annual test, signage), exit doors (not blocked, not locked, signage), fire exit routs, Refuge Areas (Signage, Not blocked), Fire escape stairs (not blocked, no storage), and log the findings on Safesmart 
· Undertake weekly fire test on sites.

· Maintain the HCUC Ladder register and conduct ladder inspections as per the Health and Safety policy
· Conduct monthly check of HCUC defibrillators in the 4 campus reception offices. Record results on the checklist
· Undertake termly Health and Safety inspections of all HCUC external areas. (Car parks, pathways, fire escape routes, landscaping, exercise equipment & external structures, Golden Park) and record results
· Undertake termly Health and Safety inspections of all HCUC general class rooms & computer rooms. (Trip hazards, door vision panels, unsafe furniture) and record results.
· To carry out asbestos checks as required within legislation and record results.
· To carry out prescribed procedures in the event of emergencies such as fire, flood, breaking and entering, accident or major damage.  
· To carry out accident and incident reporting procedures in accordance with the College’s Health and Safety Policy.
Sustainability and Energy Conservation: 
· Compile monthly statistics for gas and electricity usage for comparison purposes and advise of any anomalies that cause concern.
· Support the preparation by others of the Sustainability Annual Report for the Governors
Quality
· To ensure College Quality Policy and Procedures including Equal
Opportunities Policy are effectively implemented within the College.
· To assist in promoting and maintaining links with the HSE, SFA/EFA, relevant professional bodies, and other institutions 

General Duties
· To contribute to the management of students throughout the College

· To participate as required in Open Evenings, Parent/Student Consultation Evenings and other College events
· To use Information technology where appropriate and demonstrate a commitment to developing own IT skills
· To promote a positive image of the College in the local community
· To support the College’s commitment to safeguarding and promoting the welfare of children, young adults and vulnerable adults including PREVENT
· To undertake First Aid Training and be a first aid responder.

· Carry out other duties as may reasonably be required by the College
· Promote the efficiency and effectiveness of the Estates and Facilities Department
· Assist with promotion, supervision, management and administration of such College activities as may be required from time to time.  In particular to support enrolment activities at busy periods
· Ensure all duties carried out in compliance with the College’s Equal Opportunities policy and other relevant policies
· Encourage and promote energy saving throughout the College
Further Education is an ever changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work. This job description will be reviewed annually during the appraisal process and will be varied in light of the business needs of the College.

Health & Safety Compliance Administrator
Person Specification
	
	Essential
	Desirable
	How assessed?*

	Qualifications
	
	
	

	
Good standard of education including good 
literacy and numeracy skills
	(
	
	AF/Cert

	
Full, clean driving license and own personal 
transport, and ability and willingness to 
travel between College sites
	(
	
	AF/Cert

	IOSH managing safely qualification
	(
	
	AF/Cert

	First Aid qualification or willingness to undertake this
	(
	
	AF/Cert

	Knowledge, Skills and Experience
	
	
	

	Experience of DSE assessments
	(
	
	AF/IV

	Experience in undertaking fire inspections
	(
	
	AF/IV

	Experience of undertaking Health and Safety audits and recording data
	(
	
	AF/IV

	       Knowledge of Asbestos regulations
	
	(
	AF/IV

	Ability to understand and ensure compliance with Health and Safety at Work Act
	(
	
	AF/IV

	
Good working knowledge of IT (Microsoft 
Office, email and experience of using 
spreadsheets and databases)
	(
	
	AF/IV

	
Good administrative and organisational 
skills and the ability to prioritise workload 
effectively
	(
	
	AF/IV

	
Ability to work effectively as part of a team
	(
	
	AF/IV

	      Ability to use Safesmart system
	
	(
	AF/IV

	Good customer service skills, and the ability to communicate effectively with members of the public and customers
	(
	
	AF/IV

	An understanding of and commitment to Equality and Diversity and Safeguarding within education
	(
	
	AF/IV


*Evidence of criteria will be established from:

AF = Application Form

IV = Interview

T = Test (Micro-teach/Skills test)

Cert = Certificates checked on induction
