[image: ]JOB DESCRIPTION
This form summarises the purpose of the job and lists its key tasks.
It may be varied from time to time at the discretion of the College in consultation with the postholder.

	
Job Title: Corporate Health and Safety Advisor – (Fire & Built Environment)
	
Job ref no: HR-0044-26

	
Grade: 6
	
Department: Human Resources

	
Accountable to: Corporate Health and Safety Manager
	
Responsible for: n/a



	Job summary:
The main purpose of the role is to act as a H&S Advisor for the Fire and Built Environment for RVC. 

The post holder will be a Health and Safety professional with a high level of up-to-date knowledge in H&S legislation and should be capable of providing specialist advice on Fire and the Built Environment to staff or students as required. 

The post holder will proactively co-ordinate training provision for staff and students, co-ordinate inspection programmes, assist with risk-based audits programmes and review / manage the online incident reporting system.

The key duties will include the provision of expert health and safety advice in key areas including (but not limited to):
· Fire Safety including undertaking Risk Assessment and training of Fire Marshals
· Control of Contractors in conjunction with Infrastructure Department 
· Safety of the Built Environment – e.g. electrical and building safety 
· Represent Corporate Health and Safety on Construction Projects 





	Competency: Communication
Key tasks: 
· Responsible for the provision of induction and refresher fire safety awareness training for staff and assisting the Corporate Health, Safety and Risk Manager in the provision and co-ordination of further health and safety training.
· Responsibility for the delivery of training for Fire Marshals  
· Proactively and accurately maintain and update lists for Fire Marshals 
· Update senior management on safety compliance and legislation as required
· To carry out risk-based safety audits that provide assurance of compliance with Health and Safety legislation for RVC built environment.
· To assist in the writing of Guidance and Procedure documents that provide staff with a framework for compliance in key safety areas 
· To assist the peer reviewed inspection programme for the College (Campus and off campus inspections)


	Competency: Service Delivery
Key tasks:
· Ensure the College’s fire risk assessments are completed, reviewed and actioned as necessary. 
· Assist with the co-ordination of fire drills on an annual basis and the documentation and resolution of actions arising from the drills and actions arising from fire alarm activations.
· To provide comprehensive administrative support (including record management such as audit and inspection reports, minutes and training records and controlled document management).
· Represent RVC CHS as the SME for Construction Safety on Construction Projects both in planning and post-build
· Assist with the co-ordination of Health and Safety peer reviewed inspection schedule for all buildings on both campus sites.
· Assist in undertaking site visits and inspections of College workplaces, operations and activities (e.g. for intramural rotations)
· Assist with Health and Safety training events 
· Assist with H&S events to promote awareness in key areas e.g. vaccination clinics, health promotion events
· Assist with personal study/work risk assessments for staff and students following Occupational Health Review


	Competency: Analysis and Research
Key Tasks:
· Record and interpret accident and incident reports and other information necessary to monitor safety performance within the College. 
· Assist with the implementation and management of the online accident, incident and near reporting system to ensure timely reporting and close out of incidents and actions.
· To assist in collation of KPIs and incident statistics for internal reports and submission to external bodies e.g. USHA.
· To carry out complex incident investigations as required.

	Competency: Planning and Organising Resources
Key tasks:
· Organise a rolling program for the completion of fire risk assessments across all College buildings. 
· To assist with the co-ordination of the maintenance, calibration and servicing of safety equipment e.g. evac chairs, AEDs, noise meter etc. 

	Competency: Initiative and Problem Solving
Key tasks:
· To carry out complex incident investigations, ensuring all documentation is collated, the root cause is identified, that lessons are learned and changes implemented.
· Assist managers and other staff throughout the College in reviewing safe working practices
· Assist the Corporate Health and Safety Manager and other H&S Advisors in decision making with regards to the provision of fire safety within the College.
· Provide cover in the absence of the Corporate H&S Manager,
· Be a representative of CHST at meetings requiring Corporate Health and Safety attendance.


	Competency: Knowledge and Experience
Key tasks: 
· Provision of advice to staff on health and safety requirements as required 
· Proactively maintain and update safety knowledge and training and work towards continued professional development
· To assist in the interpretation of new or amended safety legislation to ensure compliance within a higher education environment.
· Use of MS Windows packages, including Word, Excel and PowerPoint, and online purchasing systems.

	Flexibility:
· To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to perform work not specifically referred to above.
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