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JOB DESCRIPTION


	Job title
	Health and Safety Systems Support Advisor 

	Sector/Function
	Health and Safety 

	Department
	Risk and Assurance 

	Reports to
	Shaun Evers 

	Grade
	Grade 2 

	
	

	Job purpose
	To support the Health, Safety and Wellbeing Manager 

	Key accountabilities
	Monitor, chase actions and update the contents of information coming into the Vantage Health and Safety Management System on the Incident Reporting System. Where required assign outstanding incidents

	
	Ensure the incident data is reviewed and incidents closed out to a satisfactory conclusion

	
	Support the H&S Team chasing up actions associated with incidents 

	
	Support the H&S Team with the Audit process within Vantage and chase up actions where required

	
	Support the wider Risk and Assurance team in pulling reports together

	
	Send reminders out to managers associated with incidents and audits 

	
	Monitor and review the Feedback reports that again come through the Vantage software, assign owners and chase actions where necessary  

	
	Administration support for Vantage Software, Group Health Safety and Wellbeing Manager and further admin support where required for the Head of Risk and Assurance 

	
	Monitor the R&A Mailbox and disseminate to relevant advisors 

	
	General admin duties to support the team

	
	Monitor and support the R&A Help Desk

	
	Have the ability to set up meetings prepare agendas and take minutes at meetings.

	
	Assist and support the team with duties commensurate with Grade 2 activities 

	

	Dimensions
	Direct reports
	N/A

	
	Total staff overseen
	N/A

	
	Internal contacts
	Shaun Evers, Sara Jones (R&A)

	
	External contacts
	N/A

	
	Planning outlook
	N/A

	
	Problems solved
	N/A

	
	Financial authority
	N/A



PERSON SPECIFICATION


	Job title
	Health and Safety Systems Support Advisor


	

	Personal effectiveness


	Essential
	Desirable

	
	Ability to work within a team.
Confident in the role and can communicate well at all levels.

Able to pick things up quickly and work on various pieces of software.

	





	
	
	

	Technical effectiveness
	Essential
	Desirable

	
	 
Skilled in Microsoft 365 Applications (Word, Excel, Teams and Outlook).

Ability to set agendas take notes, minute taking and develop actions trackers.


	

	
	
	

	Acquired experience & qualifications
	Essential
	Desirable

	
	Admin skills essential 




	Health and Social Care background would be an advantage to the role

	
	
	

	Other requirements
	Essential
	Desirable

	
	Have the ability to work with managers and work on several pieces of work throughout the day. Can stay calm and focused at busy periods.

Have the confidence to escalate issues as and when necessary
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