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JOB DESCRIPTION

	Job Title:  Lead Officer – Occupational

                  Health and Safety 
	Grade:  PO2

	Division:  Environmental Health 
	Accountable to:  Group Manager – Commercial

	Current Postholder:  Kerry Bowley (from 6th January 22hours with 15 hours vacant)
	Responsible for:  Nil Staff

	Post No:  L221
	


Purpose of Job
To assist in the supervision and efficient operation of the Commercial Group providing cover for the Group Manager as necessary, and to take a lead role in Occupational Health and Safety matters, maintaining a proactive and reactive caseload in all aspects of Occupational Health and Safety.

Duties and Responsibilities

1. Act in a lead officer and supervisory capacity for all Occupational Health and Safety aspects 
of the group’s responsibilities in accordance with the Health and Safety Commissions (HSC) Section 18 Guidance. For all Occupational Health and Safety aspects of the group’s responsibilities, participate in the management of the group, contributing to the group’s Annual Health and Safety Service Plan, policy and procedures, finance and corporate areas, and supervising the allocation and distribution of reactive and programmed work to enable performance targets to be achieved.

2.
Support the Group Manager in the day-to-day management of the Food and Occupational Health and Safety Service and take a lead role in Occupational Health and Safety and Animal Welfare Licensing issues, providing advice support and guidance to other members of the Group to enable performance targets and departmental procedures to be met. This will involve coaching, mentoring and regular peer review of relevant operational staff including identification of training needs to ensure competence.
3.
Co-ordinate, in association with the Group Manager, the implementation of new legislation or policy changes that have an impact on the group.


4.
Contribute to the PDR process for commercial team staff by prior discussion of the outcomes of the peer review process with the Group Manager
5.
Inspect premises allocated to the Local Authority in accordance with the agreed frequencies to ensure compliance with occupational health and safety and other relevant legislation.  Secure improvements in standards by advice, instruction, negotiation, mediation and correspondence, or legal means in consultation with the Group Manager.  

6.
After consideration of the Enforcement Management Model, prepare and serve legal notices on own behalf for health and safety purposes, or on behalf of the Council for all other matters and gather legal evidence, prepare statements and appear as an expert witness in court proceedings, enquiries and tribunals, as required.  

7.
To monitor the Group’s performance quarterly against the Health and Safety Service Plan and in house procedures reporting to the Group Manager and to assist in the completion of the annual health and safety return. Maintain so far as is practicable an accurate premises database. Review, assess and evaluate written reports and notices produced by members of the team prior to distribution.

8.
Take a lead role in the provision of advice, information and technical guidance to other departments such as planning, building control and licensing with regard to occupational health and welfare issues.

9.
Take a lead role in the response to and action taken with respect to complaints and requests for advice from internal and external service users, relating to the Occupational Health and Safety work of the Group, in a manner that meets with the Council’s policies and procedures.

10.
Carry out detailed investigations into reports of accidents, diseases or dangerous 
occurrences, and to take appropriate action. Investigate notifications of defective lifting equipment from a competent person. Assess and inspect notified licensed asbestos removal works.

11.
Lead in the development, implementation and evaluation of any intervention programs with regards to occupational health and welfare issues. Also the provision of the Chartered Institute of Environmental Health Foundation Certificate in Health and Safety in the Workplace, production of an annual newsletter distributed to all businesses that the group is the enforcing authority for and the maintenance of the Council’s health and safety website.

12.
Represent the Group and department at appropriate meetings as required, in particular the Leicestershire Health and Safety Liaison Group, being responsible for developing health and safety policies and procedures.

13.
Maintain membership of a recognised professional association such as the Chartered Institute of Environmental Health Officers by completion of the necessary core hours training and development to satisfy requirements for continued professional development.

14.
Delivery of an effective and appropriate service to service users, fairly and without discrimination.


As a term of your employment you can be required to undertake such other duties commensurate with your grade and/or hours of work, as may reasonably be required of you.

Note:

This job description outlines the main duties and responsibilities of the position and is designed for the benefit of both the post holder and the Council in understanding the prime functions of the post.  It should not be regarded as exclusive nor exhaustive as there may be other duties and requirements associated with and covered by the grading of the post.

This job description is current at February 2008
Management have the right to vary the duties after consultation with you.

Agreed

  Human Resources Advisor

