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JOB DESCRIPTION

	Post Title: Health and Safety Advisor ASK  \* MERGEFORMAT 

	Department: Corporate Core
	Post No: 

	Division/Section: People & Inclusion  
	Post Grade: Grade 11

	Location: 3 Knowsley Place, Bury or any other location / Agile Worker

	Special Conditions of Service: 
The nature of the post will require the post holder to work flexibly dependent on the needs of the job. This may include occasionally attending events or meetings outside of normal working hours and working agilely from different offices or home as appropriate.

	Purpose and Objectives of Post: 

To coordinate health and safety measures across the Council, to minimise risk ensure compliance with legislation and promote best practice. 

To support the development of arrangements and practices that mainstream health and safety and encourage a positive, enabling culture across the organisation.

Research, update, review, develop communicate, publish and advise on plans, procedures, policy, strategies and arrangements. 

To deliver training to ensure capable and competent health and safety practice is mainstreamed by managers and their teams. 

To undertake investigations and audits and, where appropriate lead on the delivery of appropriate follow-up actions. 
To provide quality assurance and oversight to the Council’s responsibilities in relation to health and Safety in maintained schools 

	Accountable to: Lead Health and Safety Advisor

	Immediately Responsible to: HR Business Manager  

	Immediately Responsible for: None

	Relationships: (Internal and External)

Council employees, schools, managers, relevant health and safety stakeholders and partners, other Local Authorities, Government Departments and Public Bodies, Health and Safety Executive (HSE), members of the public.

	Control of Resources: 
Computer and other IT equipment. Systems, data and records

	Duties/Responsibilities:


1.
Keep abreast of new and changing legislation in the areas of health and safety, statutory duties, best practice and specialist areas - for example, asbestos management and auditing, HSE documentation and updates - making recommendations for implications for the Council.  

2.
Deputise for the Lead Health & Safety Advisor as the Council’s designated specialist lead for health and safety compliance and assurance where necessary. 

3.      Provide advice and guidance across the Council verbally and in writing where   appropriate

4.
Lead projects to review, develop and implement existing/new Health and Safety policies, procedures, guidance and arrangements:

· Carry out research and interpret relevant legislation, standards and recognised 
good practice and the implications for the Council

· Develop new policy, strategies and arrangements in consultation with all 
stakeholders in conjunction with senior staff

· Assist in the implementation across the Council including effective 
communications and awareness raising and promotion, suitable web page 
content and training arrangements

· Monitor progress, gather feedback and keep content relevant and updated in 
accordance with agreed timescales. 

5.

Develop coaching skills and use these and relevant communication methods to 
contribute to the mainstreaming of health and safety across the Council.
6.       Promote best practice and a positive and enabling health and safety culture taking a 
proportional approach to risk management.

7.
Use the on-line reporting system to report RIDDOR accidents/incidents to the HSE in 
conjunction with the team/relevant service.

7.

Liaise with other health and safety and wellbeing professionals across the Council to:

· Assist in the practical interpretation of occupational health advice relating to  

appropriate workplace actions; 

· Assist in undertaking specialist risk assessments that take account of 


individual’s vulnerabilities; 

· Feedback information on workplaces to occupational health to ensure that the 
service has a fully informed basis from which to develop advice.

8.
Assist with the preparation of reports as necessary and present to relevant 
groups/individuals as required.
9.
Undertake health and safety audits departmentally within services/teams and thematically. Inspect and analyse relevant policies, working arrangements and statistical information with a view to identifying any essential or desirable ways in which standards and performance can be improved. 

	 10.

Undertake or oversee support for specialist inspections, as required. Visit work sites   when required in order to check that appropriate standards are adopted and implemented.
11.
Contribute to the analysis of health and safety training and development needs, including identifying suitable delivery methods, sourcing and monitoring external providers for externally delivered training, developing e-learning and developing and delivering training if required.

12.
Carry out investigations into:

· accidents and incidents

· cases of work related ill-health,

· situations that place people at unacceptable levels of health and safety risk 
(including mental health) 

· dangerous occurrences



with a view to determining causes and identifying necessary or desirable 
improvements.

13.
Update operating procedures and guidance ensuring information is up to date and communicated.  

14.
Support the Council’s response to any health and safety emergency, potential emergency or similar occurrence during working hours, or, in the event of a major incident working out of hours as required.

15.
Arrange health and safety meetings, training, development, debriefs and exercises including organising rooms, communicating with participants and taking notes if required.  

	16.     Ensure document control systems are in place for the periodic review of all health and 
safety policies, procedures and guidance alerting the team as appropriate. 

17.    Keep updated all health and safety related systems and databases. Gather, interpret/analyse and prepare health and safety evidence, data and statistics for a variety of reasons. Co-ordinate and respond 
to Freedom of Information requests in respect to health and safety.

	18.
Arrange for purchase orders to be raised to purchase identified suitable 
equipment / supplies to be used including Logging and maintaining stock.   

19.
Contribute to the development of the teams and your own priorities and work plan, 
regularly monitoring and reporting on progress. Responsible for the delivery of your 
own workplan.

20.
Update and maintain the Health and Safety internet and intranet pages ensuring information remains accurate and up to date. Ensure the Bury Directory is updated with any changes in arrangements. 

21.
Prepare newsletters and other communications as required.

22.
Monitor and respond to/escalate queries as necessary. 
23.     Oversee the Council’s responsibilities in relation to health and Safety in maintained    schools, including supporting the School’s Health and Safety Committee and liaison in relation to serious accidents and incidents. 


	

	· As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm. 
· Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect. 
· Responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.

· Lead by example, upholding the Council’s LET’S DO IT behaviours and values at all times. 
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DEPARTMENT FOR RESOURCES & REGULATION

Health and Safety Advisor 
	SHORT LISTING AND INTERVIEW CRITERIA
	ESSENTIAL

	Level 5 qualification in Health and Safety or near completion of 
	√

	Relevant post qualification experience of working in a health and safety environment
	√

	Ability to carry out research 
	√

	Ability to work using own initiative and deliver tasks within deadlines/timescales
	√

	Excellent computer skills including experience in the use of Microsoft Office functionality and inputting/exporting data from systems
	√

	Experience of working as part of a team
	√

	Ability to communicate effectively
	√

	Experience of risk management and monitoring within a health and safety context 
	√

	An awareness of the requirements in providing an excellent customer service
	√

	Experience and expertise in delivering both generic and specialist health and safety training
	√

	Experience and expertise in delivering health and safety audits and investigations 
	√

	Willingness to attend development and training in health, and safety 
	√


