JOB DESCRIPTION

	1.	JOB IDENTIFICATION

	Job Title: 	Assistant Health and Safety Advisor
Responsible to: 	Manual Handling Team Leader / H&S Advisor
Department(s):	Health & Safety Services
Directorate:	Estates and Facilties 
Operating Division:	NHS Fife wide
Job Reference:
No. of job holders:	2
Last Update:	05 July 2023




	2.	JOB PURPOSE

	To work with and support the H&S Advisor in the delivery of high quality H&S advisory service to NHS Fife.



	3.	DIMENSIONS

	Location: The safety team are based at Willow Drive in Kirkcaldy on the Whyteman’s Brae Hospital Site. The job remit requires travel to locations primarily across Fife but may also include other parts of Scotland with regards to attendance at Scottish professional meetings where there is a requirement to represent the service.
Service Description: The Health and Safety Manager acts as the ‘Competent Person’ enabling NHS Fife to fulfil their statutory obligation under Regulation 7 of the, ‘Management of Health and Safety at Work Regulations 1999’.   The Manual Handling Team Leader / H&S Advisor supports the H&S Manager in this role and also acts as a competent person in relation to the advice and guidance they give.
The Assistant H&S Advsors report to, and work with, the Manual Handling Team Leader / H&S Advisor in the delivery of high quality advise and support to NHS Fife and the Fife Health & Social Care Partnership.
Services provided include:
· Core Safety Service 	•	Incident Investigation	•	Training
· Policy Development 	•	Audit	•	Communication
· Risk Assessment	•	Committee support
For further information on these topics, please see Section 6: Key Result Areas






	4.	ORGANISATIONAL POSITION
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	5.	ROLE OF DEPARTMENT

	The role of the department is to provide advice and guidance as well as support to all relevant services within NHS Fife and the Fife Health & Social Care Partnership.   We are a department that prides itself on its proactive approach to its provision of support where areas for improvement in safety have been identified.   
Services include:
· Safety: Expert advice on legal compliance, expert advice on safe working & management, practices/ systems, practical support to address any areas of non-compliance, Incident Investigation, Policy development, Committee support, training provision
· Occupational Hygiene: Workplace visits to carry out noise, lighting, and ventilation reviews and assessments
· Assist in problem solving and control strategy development inclusive of emergency planning and business continuity support in relation to the safety aspects
· Other Specialist Advisers: working closely and maintining positive relationships with Manual handling, Violence & Aggression, Fire Safety, Occupational Health and Infection Prevention and Control Colleagues. Working with and maintaining positive relationships with H&S Colleagues in Fife Council as part of the Health and Social Care Partnership. 
· External agencies: Where appropriate, working with Inspectors from Health & Safety Executive. Working with and maintining positive relationships with H&S Advisors in othe NHS Boards.
· Research: Conduct service related research to inform practice and approach




	6.	KEY RESULT AREAS

	Core Service
· Working with and supporting the Manual Handling Team Leader / H&S Advisor to improve the effectiveness of the H&S Management System for the organisation. 
· Working with and supporting the Manual Handling Team Leader / H&S Advisor in the implementation and delivery of H&S Team strategic workplans.
· Working with and supporting the Manual Handling Team Leader / H&S Advisor in the development and delivery of H&S Team workplans.
· Work as part of the wider Health and Safety Services Team to provide a high quality service to the organisation.   
· Maintain a high standard of professional competence in order to function effectively as a member of a team developing a consistent approach to Health and Safety Management.
· To provide advice, guidance and support to local Health and Safety groups/committees or other relevant groups, managers and staff to enable the effective implementation of the Health and Safety Policy and support compliance with H&S legislation.
· Review of incident reports in DATIX to support managers with regards to correct recording and reporting of RIDDOR incidents.
Policy Development
· Supporting H&S Manager and Manual Handling Team Leader / H&S Advisor with review of organisation-wide H&S policies and procedures.
· Provide advice and guidance to managers on, and assist with the development and maintenance of, local procedures, protocols and safety manuals. 
Communication
· Act as a point of advice on health and safety issues to managers and staff to reduce the risks to health and safety at work.
· Manage the dissemination of necessary and relevant information to ensure that managers, staff and staff representatives are aware of the implications of current or new legislation, direction or guidance and monitor that positive steps are being taken to achieve compliance.
· Preparation of professional reports as requested / required by committees, managers and colleagues.
Training
· Assist with the identification of training needs and the development, delivery and evaluation of training programmes to inform staff and to improve health and safety performance at all levels 
· Development and review of online training modules as an alternative to classroom based training.





	7a.	EQUIPMENT AND MACHINERY

	The job requires use of IT equipment:
· PC/Laptop/ Tablet
· Digital Camera - This is required for photographing incident scenes and for recording workplace visits.
· Data Projector - This is required for running presentations and training courses.

Other technical and specialist equipment is also utilised:
· Fit testing equipment. Use of both Quantitative (Portacount and Accufit) Fit Testing machines and software and Qualitative (Bitrex) fit test kit.
· Noise monitors - use of both sound pressure level meter and noise dosimeters for high noise environments. Used to determine if specialist occupational hygienist input is required.
· Light level meters, anemometer and “Tiny Tags” (and associated software) for general review of workplace lighting, ventilation and temperature. 
· Chemical sampling - Use of, typically, Draeger Tube systems for monitoring chemical contamination in workplaces. Again used to determine if specialist occupational hygienist input is required.

Other general equipment:
· Personal Protective Equipment for visits to adverse working environments



	7b. SYSTEMS

	· ‘Office 365’ Software: Microsoft Word, PowerPoint and Excel. Used for general word processing and desktop publishing, presentation of reports/ training courses, database management and data analysis. Other general software systems as introduced by NHS Fife.
· Microsoft Teams for virtual meetings and delivery of training.
· Internet Explorer/ Microsoft Edge/ Chrome: Used for e-mail, internet querying. Outlook 365 can also be used for email management. This includes both individual and general e-mail accounts.
· Intranet-based incident/ risk recording system. 
· Bespoke software for “Tiny tags” temperature monitoring equipment
· Accufit 9000 Quantitative Fit Test machine with associated bespoke software and ancillaries. 
· Portacount 8048 Quantitative Fit Test machine with associated bespoke software and ancillaries.





	8.	ASSIGNMENT AND REVIEW OF WORK

	Assistant H&S Advisors work under the line management of the Manual Handling Team Leader / H&S Advisor but are expected to be display a degree of autonomy, working independently and generating their own work within appropriate policies and guidelines.
Assistant H&S Advisors have to use their own discretion to decide when to bring management failings to the attention of managers or when to refer to the Manual Handling Team Leader / H&S Advisor or Manager for assistance.
Work is generated from a number of sources:
· Manual Handling Team Leader / H&S Advisor and Health & Safety Manager
· Members of other specialist teams (including Manual Handling, Violence and Aggression, Fire, Infection Prevention and Control, Occupational Health). 
· Clients: Heads of Service, other Senior Managers, General Practitioners, Dentists, Safety Committees and other meetings. Any member of staff can contact and request assistance/ information.
Work is reviewed at least annually through a structured Personal Development Plan and Performance Appraisal system. 



	9.	DECISIONS AND JUDGEMENTS

	· The post holder is required to display some autonomy and manage their day-to day workload by assessing and prioritising incoming work and requests.
· The post-holder applies legal, general and clinical standards to a wide variety of work situations and environments. The analysis of problem situations and the correct application of knowledge and advice is critical in ensuring clients can remain in legal compliance of their duties. Incorrect application of knowledge can lead to legal difficulties for both the client and the post holder.
· Some situations with wide scale corporate impact may require the Assistant H&S Adviser to consult with the Manual Handling Team Leader / H&S Advisor or H&S Manager.
· The nature of the job requires the post holder to be able to draw information from a wide variety of sources including their own knowledge and experience, colleagues, suppliers and the internet. This information then needs to be applied to the relevant situation.
· Typically the post-holder makes in-depth judgments on complex work related issues on a daily basis and applies decisions reached/ evaluations made accordingly. The post-holder must decide which level of the organisation they must inform regarding judgments/ decisions reached.
· In accident investigation and high risk situations, judgments and decisions will need to be made carefully but quickly to ensure that situations are properly managed by the relevant staff and managers.





	10.	MOST CHALLENGING/ DIFFICULT PARTS OF THE JOB

	The main challenges and difficulties of the job are:
· Being empathetic and informative when balancing the needs of individual staff members / groups against the wider needs of the organisation, thus minimising the risk of alienating any particular client group.
· Conflict Resolution: Conflict can occur, for example, when a situation is deemed by the post holder to be less / more critical than other situations with which they are already dealing or if the client perceives the Assistant H&S Advisor to be interfering in their sphere of responsibility. The post-holder needs to be assertive but open-minded.
· Negotiating and persuading: Advice given to the client may be seen as personal criticism or as involving a higher work-load. The post-holder must appreciate that H&S needs have to be balanced against other demands on the client and negotiate an equitable and legal solution
· Influencing the change of unsafe behaviors: Requires an understanding of human factors and an ability to tailor solutions to individual client needs. The post-holder must appreciate how to motivate staff to behave safely
· Problem Solving and Accountability: Problems can range from fairly straightforward housekeeping issues through to complex issues involving ergonomics or exposure to noise, chemical and biological hazards. Incomplete/ incompetent advice may legally expose the Chief Executive/ client/ adviser or result in harm to individuals and property.
· Training and education: A strong educational component is required in all training courses to allow real learning to take place



	11.	COMMUNICATIONS AND RELATIONSHIPS

	Section 8, ‘Assignment and Review of Work' details the individuals and groups with whom communication is required. 
The communication varies, but generally includes
· giving advice on problems,
· requesting information,
· providing statistics or reports,
· compiling information on products/ services,
· updating on current work progress,
· providing information on legislative or other relevant changes,
· creating a learning environment on training courses and delegating work.
Staff at various levels of the organisation need to be appraised of sometimes complex safety information/ guidance. The style and language of the communication must be suitable for the audience and the post-holder must check that communication has been effective.





	12.	PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS 

	Physical
· Travel from base to various locations primarily across NHS Fife but occasionally outwith Fife.
· Transporting and handling of equipment for fit testing, environmental assessments and training.
Mental
· Problem analysis and solving (see sections 6, 9, 10 and 11)
· The post holder has to be able to integrate and analyse all the multifactorial information that is gathered to generate a report.
· Management and control of `safety critical' environments, especially accident/ incident investigation situations. This requires quick decision making and the ability to apply a coherent but adaptable process to a highly changeable environment.
· Data analysis of incidents to identify trends and suggest actions to reduce levels of accidents, incidents and ill health.
· Responding appropriately and professionally during meetings, phone conversations and in other communications.
Emotional
· Accident/ Incident Investigation. The post holder may be required to visit accident sites where serious or even fatal injuries may have occurred. The investigation process will require interviewing witnesses and others involved who can be highly distressed or angry. This necessitates careful management to ensure that sufficient, useful information is obtained without causing further distress to the interviewee.
Environmental
· Site visits will be required to assess situations or to investigate accidents. This will entail the post holder being exposed to the same hazards and risks that are causing the problem under investigation. Site inspections can involve the post holder dealing with high noise, biological and chemical issues, waste management, high/ low temperatures, cramped and confined workplaces, and work at height. Workplaces can be both internal and external environments.



	13. KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	· Hold the IOSH Managing Safely and/or NEBOSH Certificate or equivalent
· A desire to achieve completion of the NEBOSH Diploma and IOSH Membership
· Computer literate.






RECRUITMENT AND SELECTION STANDARDS
PERSON SPECIFICATION FORM
Post Title/Grade:  	Assistant Health & Safety Advisor	
Department/Ward:  	Health &Safety Services, Estates and Facilties Directorate
Date:  		July 2023		 

	
	ESSENTIAL
	DESIRABLE
	MEASURE

	Experience



	Experience of working within the National Health Service

	Experience in a health and safety advisory role.

	Application and Interview

	Qualifications/
Training



	Evidence of Continuing Professional Development (CPD) 

NEBOSH Certificate or equivalent (or working towards same.

	Training/ education experience or qualification. 

A desire to achieve NEBOSH Diploma and IOSH Membership
	Application and Interview




	Knowledge


	Knowledge of provision of safety support in NHS

Best safety practice

Application of risk assessment processes in a large and complex organisation
	Ability to identify potential occupational hygiene issues or concerns 

Knowledge & understanding of relevant UK legislation: Health & Safety, Manual Handling, Fire, Violence & Aggression 

	Application and Interview

	Skills



	Ability to facilitate and promote best practice within NHS Fife

Ability to communicate effectively

Computer literate.

Ability to interpret legislation in the context of a complex organisation

Ability to develop and deliver appropriate training
	Presentation skills

Ability to work strategically
	Application and Interview

	Aptitude


	Proactive approach to safety
	
	Interview

	Other 
e.g. Team Player, Be able to travel
	Ability to Travel

Persuader
	Tactful

Interpersonal Skills
	Application and Interview
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