[image: ]
                                                                                                                                       
Health & Safety Coordinator 

	[bookmark: _Hlk122621579]Job grade
	Organisational Level 3
	Reports to
	Health & Safety Manager

	Directorate
	Business Services

	Function
	Health and Safety

	Contract 
	Permanent 

	Location
	Regents Park, with occasional travel to Whipsnade Zoo



Responsibility for resources

	Direct line reports
	N/A
	Responsibility for other resources
	The post holder will be required to handle personal data and deal with sensitive information at times. Confidentiality and discretion are required for this post.


	Financial resources
	Credit Card responsibilities
	
	



Our vision and mission 

The Zoological Society of London (ZSL) is an international conservation charity, driven by science, working to restore wildlife in the UK and around the world. Our vision is a world where wildlife thrives and every role, every person in every corner of ZSL has one thing in common – we are all conservationists, and passionate about restoring wildlife.

Purpose of the role 

The purpose of this role is to support the Health & Safety team who advise managers, employees, volunteers and third parties across our two zoo sites, and both national and international offsite activities. The role will support ZSL in providing a safe place of work, primarily through effective co-operation with colleagues and service partners, in line with ZSL policies and procedures.

The post holder will work closely with the Health & Safety team to deliver the responsibilities and activities as noted within the Main Duties and Key Responsibilities section of this document.

The role primarily focusses on our UK operations, including 3rd Party Management, administrating internal communication systems, organising Occupational Health Services and Vaccination Clinics, coordinating H&S training, carrying out workplace inspections and administering other H&S related activities to drive efficiency across the department and wider organisation.






Key responsibilities

Work with the H&S team and operational managers to ensure compliance with safety legislation and internal policies and procedures through delivering the following:

General Duties
· Support colleagues to carry out their safety duties in line with ZSL policies and procedures.
· Actively promote a positive, safety focussed culture across ZSL.
· Support the H&S team by being a focal point for internal stakeholders to encourage and strengthen communication between departments.
· Provide an effective administrative and coordination service to the H&S Team to ensure the team can operate effectively and smoothly
· Support the H&S team with the preparation of agendas, minute-taking and other similar administration tasks.
· Ordering of stationery and equipment supplies as required.
· Liaise with other departments to collate information for H&S reporting
· Support with workplace inspections, including playground safety checks, raising any defects identified to the Estates team, and tracking progress of actions
Contractor Management
· Issue contractor pre-qualification documentation to third parties, follow up to ensure suitable supporting documentation is returned on time.
· Contribute to maintaining ZSL’s Approved Contractor Register via liaising with Procurement and the Estates Coordinator.
· Monitor ZSL’s Permit to Work System, including supporting the Estates Department with the delivery of site safety inductions as required 
· Raise Permits for service providers that are not Estates related e.g Eventing, corporate volunteering etc.
· Carry out Food Safety Vendor checks
Training
· Coordinate internal and external H&S training with key stakeholders, training includes First Aid, Fire Safety, Manual Handling, Evac Chair and others as required.
· Liaise with priority individuals and the training department to ensure courses participants and outcomes are maximised
· Deliver induction H&S training to employees and volunteers
Software and Database Administration
· Monitor the Health & Safety Inbox, disseminating all enquires to the relevant H&S Advisor
· Coordinate Health Surveillance and Vaccination Clinics, ensuring relevant departments are aware and colleagues are suitably informed.
· Administering EHSWise - ZSL’s Health & Safety software, and manage the relationship with the provider
· Collating Accident/Incident Data to produce monthly statistic reports.
· Update the H&S information pages on ZSL’s intranet
· Support the Offsite H&S Team with ZSL’s travel risk management platform

Emergency Preparedness
· Liaise with Incident Managers on emergencies, supporting with fire marshal responsibilities, and note taking and record keepings for incident teams.
· Liaise with First Aid and the Operations Managers on procurement of First Aid supplies
The duties and responsibilities described are not a comprehensive list, additional tasks may be assigned from time to time that are in line with the level of the role.

Person Specification

	Experience

	Essential
	· Experience working in Health & Safety
· Experience working and supporting large teams in an administrative or coordination focussed role. 
· Proven experience in undertaking meeting agenda preparation, minute taking, report preparation and other similar administrative tasks. 
· Previous experience in organising onsite training
· File management
· Working with Contractors

	Desirable 
	· Experience working in a diverse, large scale visitor attraction.
· Experience working in a Science/Research environment
· Experience of working with a Permit to Work System
· Supporting internal and external auditing.
· Delivering training to diverse departments and demographics.

	Knowledge and skills

	Essential
	· Proficient with Microsoft Office applications e.g. Word, Excel and PowerPoint.
· Basic working knowledge and appreciation of H&S compliance, including the role played by the Health and Safety Executive (HSE).
· Have clear communication skills and the ability to develop rapport quickly at all levels to maintain strong working relationships. 
· Proven capacity to excel in high-pressure environments with tight deadlines, consistently maintaining a high level of professionalism and delivering exceptional outcomes. 
· Strong attention to detail; good organisational skills and the ability to prioritise work

	Desirable
	· Health & Safety qualification e.g. IOSH Managing Safely, or NEBOSH General Certificate

	Additional requirements of the role

	Essential
	· Periodic travel to Whipsnade Zoo to support the team based there, frequency is flexible
· This post will require some outdoors working in varying weather conditions.
· May be a requirement for international travel
· This post is based at London Zoo, Regents Park, with some flexibility for home working.
· This post may require infrequent work during evenings and/or at weekends, for example supporting in an unforeseeable event which has occurred outside of normal working hours.
· Strong commitment to creating a culture that lives ZSL values and commitment to safeguarding, equality and diversity (collaborative, inspiring, inclusive, innovative, impactful and ethical)

	Desirable
	· Ability to drive
· First Aid qualification
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