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Job Description
	Post Title:
	Health, Safety and Compliance Administrator

	Location:
	NSC, Oswestry or Walford Campus, Baschurch. 

	Responsible to:
	Estates and Health & Safety manager (North)

	Grade:
Hours:
	   Spine point - 21
0.6 FTE  - 22.5 hours per week , days and times to be agreed. 


Job Purpose and Scope
To provide dedicated administrative and coordination support to the Estates & H&S Manager North and the wider Estates & Health & Safety Department, with particular responsibility for supporting the effective administration and coordination of Health & Safety and compliance activities.
The role will help ensure that H&S information, training, records, actions and documentation are effectively coordinated and maintained across the College. Although primarily based at Walford, or Oswestry, the role will provide administrative support across both North and South areas as required.
Key Responsibilities
· Provide day-to-day administrative support to the Estates and H&S Manager North and wider Estates and Health & Safety team.
· Coordinate Health & Safety training requirements, maintain accurate records of training, expiry dates and required renewals, including First Aid training and other relevant courses.
· Coordinate the preparation, printing, updating and distribution of H&S signage and notices across College sites.
· Maintain and update First Aider lists and other H&S information displayed across College premises.
· Support the maintenance of H&S and statutory compliance records and documentation, ensuring documentation is appropriately stored and readily accessible as required.
· Assist with tracking outstanding H&S actions and provide reminders and updates to relevant staff, helping co-ordinate coverage for training as required.
· Support the preparation and organisation of documentation for H&S inspections, audits and reviews.
· Assist with maintaining contractor and compliance documentation and records via College compliance software and spreadsheets as required.
· Liaise with staff, managers, contractors, training providers and external organisations regarding routine H&S administration and coordination.
· Work closely with the finance team where procurement or supplier administration supports H&S and compliance activity.
· Identify and escalate overdue actions, missing information or potential compliance concerns to the Estates and H&S Manager or appropriate H&S professional.
· Provide general administrative support to the Estates and Health & Safety Department where appropriate.
· Undertake first aid training with a view to becoming a College first aider and observe the College’s Health & Safety regulations and procedures.
· Participate in the College’s appraisal scheme.
Working Relationships
The role will work closely with:
· Estates and H&S Manager North
· Head of Estates and Health & Safety
· Estates and Compliance Manager South
· Estates Co-ordinator South
· Estates Supervisors
· Health & Safety Advisor(s)
· Estates and compliance colleagues
· College managers and staff
· Contractors, training providers and other external organisations
Responsibility and Autonomy
The role will require the successful candidate to manage their own workload and prioritise routine administrative and coordination activities within established College procedures.
The role requires good organisation, accuracy and attention to detail, together with the ability to communicate effectively with a range of internal and external contacts.
The successful candidate will be expected to recognise and escalate matters requiring professional H&S judgement or management intervention. Professional H&S advice, risk assessment and compliance decisions will remain the responsibility of the appropriate H&S professional or manager.
Person Specification
Essential
· Experience of working in an administrative or coordination role.
· Good organisational and time-management skills.
· Ability to work independently and prioritise competing tasks.
· Strong attention to detail and accuracy.
· Good written and verbal communication skills.
· Competent IT skills, including Microsoft Office.
· Ability to maintain accurate records and documentation.
· Ability to communicate effectively with staff, managers, contractors and external organisations.
· Ability to work within established procedures and recognise when matters require escalation.
Desirable
· Experience of working in a Health & Safety, compliance or estates environment.
· Experience of coordinating training or maintaining training records.
· Experience of working with contractors or external service providers.
· Knowledge of Health & Safety administration or statutory compliance requirements.
· Experience of working within an education or public-sector environment.
Other Duties
The successful candidate is expected to comply with all College policies and procedures, including those relating to equality, safeguarding, Health & Safety, confidentiality, data protection and compliance.
The duties described above are not exhaustive and may be amended from time to time to reflect the needs of the Estates & Health & Safety Department and the College.
Working Arrangement
0.6 FTE – 22.5 hours per week, primarily based at either NSC, Oswestry or Walford College at Baschurch, with travel to other College sites where required to support the effective delivery of the role.
The specific working days will be agreed with the Estates and H&S Manager North to best support operational requirements.
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