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Job Title:  SHE Administrator


	Role Purpose (position scope)

	Provide support to the SHE Team.




	Line Manager
	Dotted Line
	Direct Reports
	Dotted Line

	SHE Manager
	
	
	



	Key Responsibilities

	· Support the SHE department through facilitating all necessary administrative and co-ordination of documentation and tasks including:
· Managing documentation to ensure all SHE documentation is kept up to date and inputted onto the necessary systems
· Assist with administration of Health & Safety Management System
· Manage all Occupational Health bookings
· Arrange all training bookings and material
· Undertake SHE minor projects as required 
· Maintaining a department diary.
· Arranging internal and external visits.
· Maintain and develop COSHH registers for sites with support
· Collate Environmental data for reporting
· Assist with keeping noticeboards and site documentation displayed up to date










	
Key Deliverables

	· Occupational Health 
· Training delivery
· Documentation management



	Core Skills

	Communication and Knowledge Sharing
	· Ensure all SHE documentation is kept up to date and distributed accordingly
· 

	SHE knowledge and experience
	· Willing to undertake IOSH Managing Safely
· 

	Proficient in SHE management systems and reporting tools
	· PC literate and familiar with basic use of spreadsheets

	Ability to influence and drive change across all levels of the organisation. 
.
	· As a member of the SHE Team, set good examples of safety behaviours.
· Able to liaise with all functions to share and request SHE information



	Key Measures

	· Health & Safety Performance
· Occupational Health completion rate
· SHE Training Completion Rate 




Job Holder:	___________________________	Signed: ______________________________

Manager:	___________________________	Signed: ______________________________

Date:	_____________________________
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