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JOB DESCRIPTION

Position:			Health and Safety Adviser

Responsible to:		Human Resources Manager

Direct Reports:		Nil 

Other relationships:	Managers, Administration staff, Plant staff, External Auditors and Government Agencies. Worksafe, ACC, Medical Centre, Emergency Services

Primary Objective:

To ensure Taylor Preston Ltd complies with statutory requirements under Accident Compensation Act 2001, Health and Safety in Employment Act 1992 and other employment related legislation, through the development of an effective Health and Safety Management System that improves the safety of Taylor Preston Ltd work site and employees, encourages employee participation and develops a work safe culture.


Key duties and Responsibilities:

· In conjunction with senior management maintain and review an effective Company Health and Safety policy and management system to a minimum standard of ACC Accredited Employer Program Audit Standards
· Write and/or review policies and procedures making necessary amendments to ensure they maintain relevance and compliance with legislation and regulations.
· Assist in the development of a safe work culture, embedding Health and Safety as an essential element in the way we do business.
· Ensure effective hazard identification and management systems are in place across the plant and monthly audits are completed to ensure continued compliance.
· Manage the contractor register ensuring contractor inductions are completed and the individuals and companies understand and practice working safely. Liaise with Engineering Manager on the review and management and or correction of any issues.
· Investigate accidents and incidents, ensuring all statutory reporting requirements are met as appropriate and subsequent improvements are developed in conjunction with departmental managers to minimize, isolate or eliminate risk of future potential harm to employees.
· Prepare weekly / monthly reports on Company health and safety performance and improvements for management and supervisors.
· Ensure the provision of staff training on the H & S management system and safe work practices to ensure greater understanding of all employees.
· Ensure audits are completed to monitor compliance with the ACC AEP standard and H & S system, working with departmental supervisors to address non-compliance ensuring safe work practices are implemented.
· Liaise with external agencies, including Worksafe, ACC, Health and Safety professionals, industry organizations, and emergency services, as required.
· Ensure training needs identified in relation to health and safety are delivered and accurate records maintained.
· Assist with company inductions, ensuring staff are clear on company policy, procedures, behavioural expectations and code of conduct and appropriate documentation is completed.
· Work closely with the training Advisor and supervisors to assist in the development of appropriate training and assessment material, ensuring health and safety is built into material for tasks in departments.

Position Competencies & Attributes
· Essential skills and knowledge:
· Good knowledge and application of legislation.
· Good knowledge of Health and Safety Practices.
· Good understanding of ACC partnership program,
· Competent using variety of computer programs, including Microsoft Office
· Good knowledge of delivery of training and different learning styles.

· Essential personal attributes:
· Very high attention to detail.
· Excellent time management skills.
· Able to work independently but remain as part of a team.
· Able to be discrete and exercise confidentiality.

· Desirable skills, knowledge and attributes:
· Willingness to initiate changes.
· Positive with a “can do” attitude.
· A strong desire to work in a “hands on role” in a manufacturing environment.
· Proactive

Team Membership 
· Ability to liaise with all people within the plant, management & external professionals.
· Actively shares information and assists others in team.

Interpersonal and Communication
· Well-developed communication skills, written, oral and listening skills
· Ability to build relationships with managers, supervisors, process workers and external agencies.

Work Approach 
· Systematic, tidy & organized
· Achievement oriented and results focused
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