
Compliance and Facilities Advisor   
 
Job Title:  Compliance and Facilities Adviser  
 
Department:  Health and Safety / Facilities / Finance 
 
Responsible to: Louise Milton 
 
Line Management:  None  
 
Location:  Multi Location 
 
Main Purpose of Job: 
 
The Advisor will responsible for maintaining the compliance and facilities assets on 
the Parago system across the Trust. They will ensure that all sites across the Trust 
are fully compliant and that all statutory Health & Safety regulations are adhered to, 
records are kept up to date and provide an efficient asset and compliance reporting 
function for the schools and College centres working closely with the on-site facilities 
and Health and safety teams under the instruction of the Central Facilities, Health 
and Safety and Finance team. 

Summary of Duties and Responsibilities: 

 
1. To be responsible for running a project Trust wide to include the set-up, 

implementation and maintenance of the compliance part of Parago. 

 

2. To be responsible for ensuring regular Health and safety checks are carried out 

on sites and to direct facilities site staff with regards to how to carry these out. 

 

3. To bring to the attention to the Head of Health and safety any non-compliance 

and to advise on the appropriate action and implement any necessary actions 

as a matter of priority. 

 

4. To be responsible for ensuring facilities personnel are updating the Parago 

system and ensure the information is accurate and complete. 

 

5. To carry out health and safety training where necessary to facilities staff. 

 

6. To be responsible for the review of monthly data to ensure the Parago system is 

kept up to date in relation to compliance reporting. 

 

7. To work closely with the Contracts and Assets Manager and Head of Health and 

safety and facilities team.  

 



8. Work closely with the Head of Health and Safety to ensure that all aspects of 

the compliance checklist is set up on Parago and input onto the system. 

 

9. To work closely with the MIS Manager and ensure the system is set up with 

maximum effectiveness across all sites. 

 

10. To be responsible for ensuring the system has all of the necessary Health and 

safety checks in place in line with statutory regulations and group policy. 

 

11. To design and carry out training to facilities staff where required to ensure the 

correct information is being input in a timely way. 

 

12. Using previous knowledge and experience to be proactive and ‘hands on’ with 
regards to setting up new sites if required. 

 

13. To comply at all times with the requirements of the Health and Safety 

regulations and to take responsibility for the health and safety and welfare of 

others in the working environment. 

 

14. Assistance with development of processes and procedures to ensure all 

statutory regulations are adhered to along with internal Finance Regulations and 

Procedures. 

 

15. To maintain levels of service standards across the trust.  

 

16. To ensure that you are up to date on current legislation to be able to make 

recommendations to OHCAT. 

 

17. Good working knowledge of IT (Microsoft Office, excel, email and experience of 

using  spreadsheets and databases). 

 

18. Liaison with all levels of personnel. 

 

19. Such other duties as may reasonably be required. 

 
Other Duties 
 
1. Assisting with the oversight and training on asset tagging if required. 

 

2. Support with the checking of fixed assets on Parago if required and time allows. 

 

3. Adhere to and contribute to the College’s Equality and Diversity Policy. 


