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	JOB DESCRIPTION


	1. JOB DETAILS

	JOB TITLE
	Health & Safety Compliance Manager

	REPORTS TO
	Head of Human Resources & Organisational Development (HR&OD)

	DIRECT REPORTS
	Health & Safety Partner  & Health & Safety Inspection Officer 

	TEAM
	HR & OD Team

	LOCATION
	Morfa Gele, Abergele

	SALARY DETAILS
	£37 - £40k pa

	2. PURPOSE 

	To monitor all departments’ health & safety activity and ensure compliance with relevant legislation and policy.

To co-ordinate the activities of and manage the Health & Safety Team setting priorities and reporting on performance.

	3. DIMENSIONS Scale & Diversity

	Compliance reports: Collation of relevant information (Legislative requirements, best practice research, company policies and procedures, statistical, financial and case studies), analysis & report writing, make recommendations.   Take proactive action to assist Managers in identifying any gaps for improvement and to address related emerging issues.    
Assurance:  Contribute to the preparation of external audits (by an independent Auditor) in order to achieve the third line of defence as assurance for Board(s).  Present reports to Board(s) and/or Audit & Risk Committee (quarterly) as required. 


	4. MAIN ACCOUNTABILITIES 

	Ensure that the results of our compliance programmes are recorded and maintained in an auditable way, providing reports on performance, creating detection and prevention tools. 
Monitor and review third party reports and assessments, such as Fire Risk Assessments and Asbestos Surveys, prioritising recommendations and keeping an eye on actions being put in place. 

Ensure that our programmes and projects comply with the relevant regulations and that team(s) are discharging their duties to the right standard.

Establish and maintain robust and accurate datasets of compliance records, files and reports, making sure that appropriate control measures are in place to capture information relating to programmes of work.
Conduct spot-checks and/or site visits to ensure compliance of all company processes in line with industry legislation and in house rules, policies and procedures. 
Collate and present regular compliance performance information to provide analysis against targets.
Devise ad-hoc reporting auditing procedures to guarantee strong gas, electrical, water and fire safety, health & safety procedures which meet building regulations and relevant legislation.

Monitor progress against the delivery of key targets, providing reports to our leadership team and provide direction and recommendations for the overall improvement of our products/services.
Monitor the quality and delivery of the health & safety compliance service, making sure that our aims are achieved to the standard expected by the Board(s).
Develop relationships with teams to include managers, other partners and stakeholders by providing sound technical advice where required.
To co-ordinate and prioritise the activities of the Group Health & Safety Team and line manage two roles of Health & Safety Partner and Health & Safety Inspections Officer.  

Undertake additional duties as may be requested from time to time to support co-ordination of specific information research, surveys and studies requested by senior management, maintain departmental service standards, cover colleague absence.  


	5. CORPORATE ACCOUNTABILITIES 

	Actively support the overall delivery of Cartrefi Conwy (and its subsidiaries)’s objectives.

Contribute to community involvement and tenant participation activities as required.

As a representative of Cartrefi Conwy (and its subsidiaries) promote and maintain a positive attitude and image at all times.

Positively promote the company’ s values which are (i) Respect, (ii) Quality and (iii) Do the right thing by  constructively challenging traditional ways of working, contrary behaviour or comments.

Ensure feedback is actively sought in order to inform service improvement for customers and develop more efficient and effective ways of working by effectively communicating actions taken and outcomes achieved from such feedback.  
Ensure compliance with Cartrefi Conwy’s Standing Orders, policies and procedures, standards of probity relating to the organisation’s charitable status and Welsh Government Regulation.

Support the development, review and implementation of policies and procedures, in particular of: 

· Health, safety and welfare initiatives

· The associations principles on Equality and Diversity

· Risk management initiatives

· Performance management practices

Utilise ICT technology and systems effectively by developing appropriate skills, adopting efficient business processes, and maintaining data securely and accurately.

Work collaboratively in cross functional working groups where required.


	6. WORK CONTEXT (environment, type of equipment)

	This post is office based with the requirement to travel locally to other office locations and venues (to attend meetings off site with tenants, residents, colleagues and benchmark organisations etc). The regular use of ICT systems and technology, including the ability to ‘self-serve’ for report generation and data interrogation is a requirement of the post.


	7. AUTONOMY AND DECISION-MAKING (limits and freedoms)

	The post holder is expected to operate within agreed policies and procedures and work is typically self paced to meet agreed timescales. The post holder has the flexibility to decide what order tasks are done, however, all tasks will be expected to be completed to deadline or by priority set.
Examples of the decisions the post can take are:
· Providing or directing colleagues and customers to the correct contact or information or for example advising on correct procedures.

· Contacting external service providers to seek higher level technical guidance on all matters of health & safety in conjunction with the range of requirements across the group eg, CDM Regs, general H&S legislation.  

Examples of decisions that are referred are:

· Any items involving expenditure above £1000.

· Policy decisions.

· Referral of concerns to statutory bodies (Regulatory, Data Protection)

· Submission of statutory and regulatory reports and consultation responses are subject to Executive Director approval  

Performance objectives are agreed with the Head of Human Resources & Organisational Development and performance is subject to review under the agreed PDR process.


	8. COMMUNICATIONS (the main communications that take place. frequency, purpose and method)


	INTERNAL
	Daily across all levels of management to progress responsibilities as set out in this Job Description   

	EXTERNAL
	Contact by email and telephone with external regulatory organisations relating to compilation and submission of performance information and other returns and in person as required for  compliance meetings, 
Various attendance at best practice, improvement and benchmarking groups

	9. AREAS OF COMPLEXITY (what provides most stretch)

	Flexibility in respect of prioritisation of workload will be triggered by receipt of adhoc requests for consultation responses, changes / additional information relating to performance monitoring and enquiries relating to regulation and compliance. 
Queries and requests from colleagues (all levels) in relation to compliance matters and presentation of information require decisions to be taken based on assessment of risk, priority and appropriate communication (creative and innovative) channels. 


	10. AGREEMENT

	Job Holders’ Signature:
	
	Date:
	

	Line Managers’ Signature:
	
	Date:
	


	Person Specification
Health & Safety Compliance Manager


	This post is based in the Human Resources and Organisational Development Team.   It supports management review of performance, risk and compliance across the business and contributes to informing overall service improvement and effective outcomes.   The role requires a well-developed level of numeracy and literacy, effective analytical, communication and relationship management skills and a positive attitude to customer service.   A highly organised approach with the ability to work effectively within established guidelines/procedures to deadlines, prioritise and take ownership of a busy workload are essential to achieving success in this role. Experience of team working, working in a customer focussed environment, proactive management, co-ordination of follow-up actions and timely and successful completion of tasks will be relevant to this role. 


	
	Essential / Desirable
	How this will be assessed

	Membership of a professional body (ie. CIOB, IOSH, RICS)
	Desirable
	Application/ Certification

	Relevant data analysis or business qualification at degree level or above or relevant workplace experience relating to business assurance (business performance & control of risk)
	Essential
	Application/Certification

	KNOWLEDGE & EXPERIENCE
	
	

	Possession of excellent numerical and analytical skills 
	Essential
	Application/Interview

	Experience of working with statistical data and producing analytical reports, including sourcing data for comparative/ benchmarking purposes and conducting other related research
	Essential
	Application/ Interview

	Experience of compliance management within a Property Management business or the Housing sector  
	Desirable
	Application/ Interview

	Knowledge and understanding of business control processes
	Essential
	Application/ Interview

	Experience of successful implementation of activities against action plans to defined deadlines 
	Essential 
	Application/ Interview

	Experience of writing, reviewing or communicating policy, procedures and working practices, including assessing impact, recommending or responding to policy changes
	Desirable
	Application/ Interview

	Experience of developing strategic objectives and/or supporting action plans 

	Desirable
	Application/ Interview

	SKILLS
	
	

	Ability to collate and effectively interpret management information and make reasoned recommendations to support business planning and service improvement 
	Essential
	Application/Interview / Ability Test

	Well-developed numeracy and literacy 
	Essential
	Ability Test

	Ability to present information in a way that is easy to understand and relevant to the audience through a variety of communication methods 
	Essential
	Interview / Presentation

	Well-developed interpersonal skills; Constructive challenge, Negotiating & Influencing
	Essential
	Application/Interview

	Ability to work under pressure to tight timescales and be able to organise tasks effectively
	Essential
	Application/Interview

	Microsoft Office; Word, Excel, PowerPoint, Publisher, Outlook (Intermediate user level) including spreadsheet manipulation, formula & pivot tables 
	Essential
	Ability Test

	Welsh Language Skills
	Desirable
	Application/ Interview

	CORE CARTREFI
	
	

	Customer service skills and customer focused
	Essential
	Interview

	Ability to collaborate & work effectively in teams
	Essential
	Interview

	Decision making & problem solving skills 
	Essential
	Interview

	Focus on continuous improvements
	Essential
	Interview

	Effective communication skills
	Essential
	Interview

	Upholds and demonstrates leadership qualities
	Essential
	Interview

	Successfully delivers results
	Essential
	Interview


Cartrefi Conwy are committed to Equality and Diversity in our activities[image: image1.png]
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