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Job Title: 		Health & Safety Administration Assistant 
Grade: 			EVH Grade 4
Reporting to:		Health and safety Manager
Responsible to:	CEO


Job Summary
The Health & Safety Administration Assistant provides essential coordination and support across corporate, employee, and tenant health and safety records, systems and ensures communications are maintained accurately and on time.

The post holder will support the Health and Safety Manager in maintaining accurate records, coordinating inspections, audits and training, as well as preparing reports, and supporting the communication of health and safety information across the Association.  

This post suits a highly organised individual with strong attention to detail who enjoys a structured yet varied workload and can work confidently with colleagues at all levels.

Other Responsibilities Include:
· Data & Reporting:  Utilise the health and safety software system to input and maintain compliance data. 
· Communication: Support communication of health and safety information through agreed channels (e.g. email updates, noticeboard, intranet).
· Administration: Provide full administrative support to the Health and Safety Manager, including organising meetings, drafting agendas, taking minutes, and tracking resulting actions.
· Monitoring & Auditing: Supporting the Health and Safety Manager with internal audits of working practices and systems, including collation of evidence and recording findings. 
· Accountability: Maintain an agreed personal task plan and promptly escalate issues or concerns to the Health & Safety Manager. 

Key Responsibilities 
[bookmark: _Hlk215150673]Corporate and Employee Health & Safety
Support the Health and Safety Manager to;
· Maintain health and safety documentation and records.
· Coordinate inspections, audits and statutory checks.
· Conduct internal workplace inspections as directed.
· Arrange and attend in internal and external health and safety audits, reviews, and inspections.
· Arrange and service health and safety meetings, including agendas, minute taking and action tracking.
· Maintain health and safety communications, noticeboards, intranet content and newsletters.
· Administer accident and near‑miss reporting, ensuring timely logging, follow‑up and action tracking.
· Prepare routine compliance statistics and reports for Management and Audit & Risk Committees.
· Coordinate health and safety training, inductions, refresher training and toolbox talks.
· Provide administrative and information support to all work teams at the Association.
[bookmark: _Hlk215150680]
Tenant Health & Safety
Support the Health and Safety Manager to;
· Develop and monitor policies, procedures, and Tenant facing information to help ensure homes are safe and compliant with current regulations.
· Support tenant health and safety communications, factsheets and wellbeing initiatives.
· Maintain, review and update health and safety communications - noticeboards, intranet content, etc.
· Provide draft content to the Housing Team for inclusion in newsletters and other communications. 
· Investigate and follow-up of tenant safety incidents
· Monitor systems and processes used to manage tenant safety.
· Prepare routine compliance statistics and reports for Management and Audit & Risk Committees, and the Tenant Focus Group.
· Provide administrative support for meetings as necessary.
· Develop and support tenant wellbeing initiatives.

[bookmark: _Hlk215150690]Training & Development 
Support the Health and Safety Manager to;
· Update and maintain the Associations training records. 
· organise short training or briefing sessions, to ensure Health and Safety information is accessible and understood
· Ensure all colleagues training is kept up-to-date.

Other Duties
· Comply with all the Associations policies and practices.
· Undertake other appropriate work, within the scope of the Post, as agreed with the Health and Safety Manager.
· Attend external health and safety forums, briefings or events where appropriate, and feedback key points to the Health and Safety Manager.
· To attend meetings including those out-with normal office hours as required. 

The list above is typical of the duties which the post holder is expected to perform or be responsible for.  The list is not exhaustive and other duties of a similar type and level may be expected from time to time.



Person Specification – Health & Safety Admin Assistant  
The selection panel has identified this comprehensive specification for ideal candidates.  They will consider candidates against these and will shortlist using these criteria.  Candidates are encouraged to apply if they meet all required criteria but not necessarily all desirable requirements. 

	Qualification/Professional Membership
	Required
	Desirable

	Minimum of 4 National 5’s or equivalent
	 
	 

	Health and Safety awareness training (e.g. IOSH working safely) or willingness to undertake
	 
	

	First Aid at Work and/or Fire Warden certification (or willingness to obtain)
	 
	

	Experience/Knowledge
	Required
	Desirable

	Experience in an administrative or support role, including supporting others
	 
	

	Understanding of GDPR and data protection principles 
	
	

	Demonstrable experience maintaining accurate records and managing confidential information
	
	

	IT skills with at least intermediate level knowledge of MS Office packages. 

	
	

	Experience supporting audits, inspections or compliance activities
	
	

	Experience coordinating training, maintaining training matrices, or supporting compliance activities.
	
	 

	Skills/Abilities
	Required
	Desirable

	Ability to multi-task and highly organised
	
	

	Strong attention to detail and accuracy in record keeping.
	
	

	Ability to work to agreed deadlines and priorities
	
	

	Clear and professional communication skills, both written and verbal
	
	

	Ability to maintain confidentiality and handle sensitive information appropriately
	
	

	Ability to work independently on allocated tasks and as part of a team
	
	

	Confident in using digital systems, shared drives, and data entry tasks
	
	 

	Ability to follow and apply policies, procedures and guidance
	 
	

	Ability to support improvements by tracking actions and escalating issues 
	 
	

	Ability to prepare clear, factual reports and summaries
	 
	

	Ability to respond efficiently while maintaining high attention to detail.
	
	

	Other Requirements
	Required
	Desirable

	Commitment to maintaining a safe, inclusive and respectful working environment.
	
	 

	Willingness to undertake training relevant to the role
	
	 

	Must hold a valid, current UK driving licence with no disqualifications and have regular access to a reliable, roadworthy car suitable for work‑related travel.
	
	

	Flexibility to occasionally support early/late meetings, audits, training sessions or emergency drills.
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