JOB DESCRIPTION
Post title:

Health and Safety Officer 
Reporting to:
The Board of Directors
The primary function of the role is to champion and promote occupational health and safety awareness; and monitor that safety related functions, including risk assessments and training, are being satisfactorily completed.  The HSO will also share good practice across the Company on human resources; health and safety matters and disseminate information across the Company as appropriate.

MAIN RESPONSIBILITIES

1.
Compliance with Legal Obligations

1.1 To advise and assist the Company Directors/Managers and other persons involved in planning, organising, controlling and maintaining a safe and healthy environment for work
1.2 To assist and develop Company’s policies
1.3 To implement Hoo Hing’s Health and Safety Procedures and develop local work procedures to comply with legal obligations 

1.4 To review and develop the Warehouse/Cash and Carry Plan and communicate the plan at all level
1.5 Maintain the Warehouse/Cash and Carry risk register, and ensure that risk assessments are completed for all activities with significant risks
2.
Work Support



2.1 To advise and support all departments, in making sure that managers follow procedures
2.2 To advise managers to ensure that their area has key staff appointed to carry out the health and safety functions e.g. First Aiders, Fire wardens etc. etc. 
2.3 To support HR activities in investigations, disciplinary and grievance process 
2.4 To assist with staff recruitment process
3.0 Accident investigation and prevention

3.1 To receive and investigate reports of accidents, dangerous occurrences and fire damage, determine their causes and make recommendations for improving recurrence prevention and controls
3.2 To monitor that all accidents are properly investigated by Managers, and that lessons learnt are shared across sections/departments
3.3 To maintain a system for recording, reporting and investigating injuries, accidents and dangerous occurrences in company’s and customers premises. Provide statistical summaries to Management and draw attention to significant trends and occurrences
4.
Training

4.1
To identify training needs of staff and liaise with managers to nominate staff for training courses

4.2
To monitor staff training, and report on training targets 

4.3
Ensure that staff are inducted, as per the Safety Procedure on Induction and Training
5.
Work environment

5.1
Ensure staff moves and relocation are risk assessed and planned; and monitor that equipment purchased are appropriate and meet the safety standards
5.2
Ensure Fire Arrangements are maintained in good order and fire drills are carried out on all premises
6. 
Proactive Monitoring
6.1 
Prepare and coordinate the health and safety audit, and the audit process.  Monitor that audit recommendations are being implemented within agreed timescales
6.2 
Monitor safety performance through internal audits and develop the Line Managers proactive reporting system
7
Communication
7.1 
Prepare periodic reports on progress with management plan 

7.2 
Develop a range of communication medium e.g. health and safety display board etc. to ensure that Managers and staff are kept up to date with health and safety matters
7.3 
To maintain effective communication with all staff
The above job description is intended to reflect the level of work that will be required. It is not intended to be a task list. It is subject to review from time to time to reflect the changing needs of the service users and the need for the post. 

Education/Training 

Ideally NEBOSH/IOSH/COSHH qualified and or an Environmental qualification

Member of a recognised Health and Safety Institute.  

Experience 

· A minimum of two year’s work experience in a related field. 

Knowledge/ Technical skills 

· Good working knowledge of Microsoft packages.

· Ability to communicate clearly and persuasively orally and in writing to a wide and varied audience.
· Full UK Driver’s License.
Personal skills

· Ability to work independently on own initiative with minimal supervision
· Ability to interpret and apply safety legislation and policy

· Ability to analyse customer needs and make recommendations based on sound business knowledge and commercial acumen
· Ability to work as part of a small team 

· Ability to respond flexibly to change
· Understanding of and ability to maintain confidentiality
· Demonstrable enthusiasm for working with a varied client group
· Multi-cultural awareness
· Ability to work under pressure and maintain a good sense of humour
