
 

 

JOB DESCRIPTION 
 

Health & Safety Co-Ordinator  

Reports to: Head of Health & Safety  

Evaluated grade: PO2 

Fixed Term Contract 12 months or Fixed Term Secondment 

 

GENERAL PURPOSE OF THE JOB 

1. To work proactively as directed by the Head of H&S to ensure a high level of 
H&S compliance is achieved across all the OHC&AT sites and activities, in order 
to support the teaching and learning within OHC&AT. This will include all Health 
and Safety streams, security and supporting H&S within ciriculumun based 
activities. You will be required to work closely with the Estates team on joint 
projects to achieve common objectives, this will include forming strong working 
relationships with Premises Officers and all teams within individual sites. 

2. The H&S co-ordinator will need to offer a flexibility approach to support H&S 
activities outside of hours of OHC&AT. 

3. The H&S co-ordinator will need to support the Head of H&S in maintaining high 
standards of operations across OHC&AT. 

4. To contribute to the overall ethos/aims of OHC&AT. 

 

Responsible to: Director of Business Services/Head of Health & Safety  

 

MAIN DUTIES 

Health and Safety 
 

1. Manage and monitor the online H&S System, to include develop and improvements 
of the system 

2. Assisting with risk assessments and ensure follow up control measures to actioned 
and completed 

3. Monitor and develop our Compliance checks across all sites using the Parago 
system 

4. Maintain the Risk Assessment register. To carry out regular Health and Safety 
inspections and risk assessments either on own or as part of a team in line with 
OHC&AT Policy. 

5. Monitoring the delivery of H&S contracts to ensure we comply to company safety 
procedures and to identify risks and opportunity areas 

6. Keep our internal records with regards to incidents, near misses and accidents, 
Collate and produce a variety of safety reports 

7. Attend health and safety meetings if required 

 



 

 

8. Undertake projects and information gathering from site audits to establish hazards 
and level of risk within Trust Sites 

9. To carry out duties in line with OHC&AT Policies including the Health & Safety 
Policies   

10. To advise on Health and Safety at Work, responding to queries and questions from 
staff members and liaising with appropriate agencies.  To ensure own Health and 
Safety knowledge is updated.   

11. To maintain high standard at all times 

12. To ensure a safe environment for staff, students and visitors to all the sites, 
undertaking safety audits, compliance checks and assisting with risk assessments as 
necessary. 

13. To support Premises Officer in ensuring that the security of OHC&AT 
centres/schools/academies identifying security risks bringing these to the attention of 
the Head of Estates and Facilities/Premises Officer. 

14. To be aware of, and current on, legislation pertaining to fire safety, legionella and 
asbestos. 

15. Monitor contractors in their work, having regard to Health and Safety issues, and 
report to the Head of H&S or the Head of Estates. 

Administration 

1. Maintain and monitor the online H&S System, respond to system enquires from users 
of the system and arrange for these changes to be implemented. 

2. Monitor Compliance across all sites using the Parago system 

3. Produce regular reports extracted from all H&S systems. 

4. Update and input audit information into the system. 

5. Regularly monitor and action H&S  

6. Source H&S information, products and quotes to advise the Estates team to most 
appropriate products to use to maintain safety compliance and value for money. 

 

Management 
 

1. To deputise for the Head of H&S to cover the management of H&S in their absence 

2. To take responsibility for managing the performance of the online H&S system, 

producing reports for ESLT and completing RIDDOR reports. 

3. To provide support and manage the H&S of Building projects across the Trust as 

required. 

4. To provide H&S familiarisation training across OHC&AT as required 

 

Other responsibilities 

1. To regularly discuss and agree with the Head of H&S current priorities in order to 
ensure the efficient and smooth running of the H&S Service Level Agreement 

 

 



 

 

2. To be aware of and comply with policies and procedures relating to child protection, 
health, safety, security and confidentiality, reporting all concerns to an appropriate 
person. 

3. To participate in training and other learning activities as required 

4. To recognise own strengths and areas of expertise and use these to advise and 
support others. 

5. To establish constructive relationships and communication with contractors and other 
agencies/professionals. 

6. To treat all users of the College and Academies with courtesy and consideration. 

7. To present a positive personal image, contributing to a welcoming environment which 
supports equal opportunities for all. 

8. To carry out other duties, commensurate with the post, which from time to time may 
be necessary for the good of Orchard Hill College and Academy Trust. 

 
NAME: 
 

 

SIGNATURE: 
 

 

DATE: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

PERSON SPECIFICATION 

Education, Training and Work Qualifications 
 

PREFERRED QUALIFICATIONS 

1. Recognised H&S qualifications; ISOH Managing Safety, (working towards NEBOSH 
general certificate would be an advantage) 

2. Good level of English, Maths, Design and IT at GCSE level 

3. Driving licence (all new appointments will be required to have a clean, valid driving 
licence). 

4. Knowledge of current Health and Safety Legislation to include Fire Safety, Asbestos 
and Legionnaires 

5. The role of the Health and Safety Executive, ACOP’s and government guidance 
documents  

6. Knowledge of MS Office systems. 

 

Skills and Abilities 
 

7. Proven experience of managing dynamic workloads  

8. Ability to plan and prioritise a range of regular and irregular tasks, and ability to 
analyse tasks and how they may best be achieved. 

9. Good oral and written communication skills. 

10. Ability to relate in a friendly way with a wide range of personalities. 

11. Knowledge of Building construction 

12. Ability to manage and monitor working processes. 

13. High level of Confidentiality, as you will be involved in safety related investigations 
 

Relevant Experience 
 

14. Experience and be comfortable with working in a range of settings, as this role will be 
split between visiting sites and with an office environment 

15. Knowledge of using and writing Risk Assessments using the 5 step mythology 

16. Experience in an educational environment (desirable) 

 

Other Requirements 
 

17. Ability to comply with OHC&AT policies e.g. Safeguarding, Equality & Diversity, 
Health & Safety. 

18. Ability to carry out manual handling tasks, i.e. lifting, climbing and moving of items. 

19. Able to work as part of a team; be adaptable and supportive of colleagues. 

20. Ability to interact with learners sensitively and flexibly 

21. To maintain your professional CPD and attend training courses as required. 


