Job Description

	Job Title:	
	Health and Safety Supervisor 

	Strategic Team:
	Business, Commercial, and Support Services


	Service:
Business Unit:

	Health and Safety
SWISCo Limited

	Responsible To: (day to day issues)
	Health and Safety Manager


	Accountable To: (line manager) 
	Health and Safety Manager


	Salary Grade: (Spinal column points only) 
JE Ref:
	GRADE H SCP 24 – 27
SWIS177



	Job Summary
At SWISCo, health and safety is all about people. It is about supporting staff, building trust, providing advice, and working together to create safer and healthier ways of working. You will act as a trusted lead, supporting teams across the organisation with practical guidance, helping them understand and manage risks, improve working conditions and continuously develop safe ways of working.
Working under the direction of the Health and Safety Manager, you will help ensure that occupational health and safety remain at the heart of everything we do. You will support the implementation of management systems and processes that ensure compliance with legislative requirements while promoting practical, proportionate and effective ways of working.
Working closely with operational managers and frontline teams, you will help deliver health and safety messages in a way that people understand and embrace. Through collaboration, encouragement and a focus on continuous improvement, you will play a key role in developing a positive health and safety culture across SWISCo.
Through your work, you will help ensure SWISCo operates safely, efficiently and innovatively, while continuing to be a great place to work and helping make Torbay a great place to live, work and play.


	1. Key Purpose of Job
1.1. To help create and promote a positive health and safety culture across SWISCo by working closely with managers and employees, encouraging engagement, shared responsibility and safe behaviours.
1.2. To support the Health and Safety Manager in delivering health and safety policies, procedures and initiatives that keep our workforce safe, healthy and compliant with legal requirements.
1.3. To provide professional, practical and proactive health and safety support across the organisation, working in partnership with teams to help deliver excellent services for Torbay and its communities.
1.4. To act as a trusted lead, supporting managers and employees to understand their health and safety responsibilities and helping them find sensible, proportionate solutions to workplace challenges.
1.5. To support the effective administration and maintenance of the Evotix safety management system, ensuring it remains a valuable tool for managing health and safety across the organisation.



	2. Anticipated Outcomes of Post
2.1. Support the creation of safe and healthy working environments by helping to prevent injury and ill health to employees, contractors, service users, visitors and members of the public affected by SWISCo's activities.
2.2. Work collaboratively with managers and employees to maintain high health and safety standards, ensuring compliance with legal requirements and company policies.
2.3. Support the Health and Safety Manager in protecting SWISCo's people, assets, equipment and reputation through effective risk management and practical safety solutions.
2.4. Contribute to service improvements and continuous improvement initiatives that enhance safety, efficiency and operational performance across the organisation.
2.5. Provide accurate and timely health and safety information, helping the Health and Safety Manager and senior leaders make informed decisions and maintain effective service delivery.
2.6. Build strong working relationships across SWISCo and with external partners, ensuring a collaborative, consistent and customer-focused approach to health and safety.
2.7. Champion SWISCo's One Team, One Goal approach by working together with colleagues at all levels to create a positive culture where everyone takes pride in keeping themselves and others safe.




	3. List of Key Duties and accountabilities of the post  

3.1. Provide practical health and safety advice and support to managers and employees, helping teams find sensible and proportionate solutions that keep people safe and healthy.
3.2. Monitor and report on health and safety performance, providing accurate information to support decision-making and continuous improvement.
3.3. Participate in Health and Safety meetings and, where required, deputise for the Health and Safety Manager, including chairing meetings and supporting the delivery of agreed actions.
3.4. Investigate accidents, incidents and near misses, identifying learning opportunities and working with managers to implement improvements.
3.5. Deliver health and safety training, inductions, toolbox talks and awareness sessions, including coordinating and managing new starter inductions.
3.6. Develop, review and maintain risk assessments and safe systems of work, supporting managers in their completion and ensuring they remain up to date when new equipment, vehicles, materials or processes are introduced.
3.7. Produce and maintain Standard Operating Procedures (SOPs) and Toolbox Talks that support teams in carrying out their work safely and effectively.
3.8. Support the Health and Safety Manager in promoting safe systems of work and embedding health and safety into day-to-day operations.
3.9. Build positive working relationships with managers, employees, contractors and external partners to promote a proactive and collaborative approach to health and safety.
3.10. Manage and maintain the health and safety management system, ensuring records, actions and documentation remain accurate and up to date.
3.11. Carry out workplace inspections, audits and compliance checks across depots and operational sites, including monitoring first aid provisions, fire safety equipment and other statutory requirements.
3.12. Support the delivery of service improvements and efficiency initiatives that enhance both safety performance and operational effectiveness.
3.13. Communicate health and safety information in a clear and practical way that engages employees and supports a positive safety culture.
3.14. Maintain oversight of PUWER and LOLER records and asset management systems, ensuring inspections, examinations and maintenance requirements are recorded and monitored.
3.15. Monitor the provision, condition and suitability of PPE and specialist safety equipment, including hearing protection and HAVS monitoring devices.
3.16. Assist with coordinating the health surveillance programme, maintaining records, and reviewing certificates and ensuring any follow-up actions are completed.
3.17. Maintain the organisational training matrix, ensuring training and competency records remain accurate and current.

	



	4. Budgetary / Financial Responsibilities of the post
4.1. To monitor, control and/or plan any health, safety & environmental equipment purchases as required.
4.2. No direct budgetary responsibility, however, should be able to recognise efficiency savings and report these to senior management in a documented way.




	5. Supervision / Line Management Responsibilities of the post 
5.1. No direct line management responsibilities.
5.2. To guide managers in the inspection of SWISCo depots and the creation of improvement plans.
5.3. To supervise the health and safety requirements of any on-site contractors, visitors and/or sub-contractors.
5.4. To ensure corporate and consistent processes are undertaken and followed.




	6. Working Environment & Conditions of the post
6.1. Jointly office 80% and non-office/outdoor 20%.
6.2. Will be required to visit other locations within SWISCo, to include the commercial operations, i.e. waste operations, commercial garage, and other locations.
6.3. Potential adverse weather conditions.
6.4. Possible site visits to scenes of accidents or events.




	7. Physical Demands of the post
7.1. Normal office functions 80%. The post holder will be required to stand for periods of time during training sessions and site inspections.
7.2. Normal physical effort with a small amount of manual handling.  
7.3. Operational requirements for manual handling such as lifting and/or carrying.
7.4. Potential traversing of uneven ground and other obstacles.



	8. Specific Resources used by the post 
8.1. General IT equipment as required, and portable IT equipment such as a mobile phone and tablet.
8.2. Some handheld machinery when undertaking Health & Safety Training or assessments.
8.3. A variety of Personal Protective Equipment, all equipment incumbent to role requirements.
8.4. Driving of shared fleet vehicles.

	



	9. Key Contacts and Relationships
9.1. External
There will be a requirement to maintain a good working relationship with:
Torbay Council departments
Nearby District Councils
Suppliers
Contractors
Community engagement/partners/volunteers 
HSE
Fire Authority
Environment Agency
Any other statutory authorities which come under the remit of Health and Safety.
Partnership working with other public sector corporate health & safety teams/officers.

9.2. Internal 
SWISCo Board of Directors
Operational teams/Service Managers
Finance team
Senior Management Team
Human Resources


	 

	



	10. Other Duties
10.1. To undertake additional duties as required, commensurate with the level of the job.
10.2. Any other duty as directed by the Health and Safety Manager for operational interaction and or deployment.



	Other Information
a) All staff must commit to Equal Opportunities and Anti-Discriminatory Practice.
b) SWISCo operates a Smoke-Free Policy, and the post-holder is prohibited from smoking in any of the SWISCo, or associate company buildings (including Council owned and Council leased buildings, but excluding designated areas in residential schemes), enclosed spaces within the curtilage of buildings, and SWISCo or associated company vehicles. 
c) SWISCo does not permit smoking breaks within work time, however, in services where the flexi-scheme is in operation, employees may take reasonable break times outside of core hours, in accordance with flexi-time arrangements.  Employees should follow the flexi-scheme procedure for agreeing time away from their duties in the normal manner with their immediate colleagues and line manager, with break start and finish times being recorded, as with any other break-time arrangement.  
d) The post-holder is expected to familiarise themselves with and adhere to all relevant SWISCo Policies and Procedures.
e) The post-holder must comply with SWISCo Health and Safety requirements as outlined in the H&S policy appropriate to the role.
f) This post is an agile post, working from home for the majority and being office based at Aspen Way, but the post holder may be required to move their base to any other location within the company at a future date. 
g) The post-holder must be committed to the SWISCo Core Values for employees as defined in the employee handbook - Evidence will be sought during the probation and appraisal processes.
h) If you are required to use your own vehicle on SWISCo business or drive a SWISCo vehicle you will be asked to provide information which will be audited on a quarterly basis and undertake any required assessments.
i) You will be asked to complete a Criminal Records Self Declaration Form. Criminal convictions will only be taken into account when they are relevant to the post. You will only be asked to disclose ‘unspent’ convictions
j) SWISCo is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo the checks appropriate to the post applied for.  
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Note for Candidate

All Candidates

The supporting statement on your application form will be used to assess ability to meet the essential requirements of the role, so you should explain how you meet each of the numbered essential requirements within your supporting statement. 
 
In a competitive situation, the desirable criteria may be taken into consideration, so you are encouraged to show how you also meet each of the desirable criteria.

Candidates who consider that they have a disability


Reasonable adjustments will be made to the job, job requirements or recruitment process for candidates with a disability.

If you consider yourself to have a disability you should indicate this on your application form, providing any information you would like us to take into account with regard to your disability in order to offer a fair selection interview.

Wherever possible and reasonable we will make adjustments and offer alternatives to help you through the application and selection process. 

If you have indicated that you have a disability on your application form you will be guaranteed an interview if you clearly demonstrate in your supporting evidence how you broadly meet the essential requirements of the role.  
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Person Specification

	Job Title:
	Health & Safety Supervisor 
	Strategic Team
	Health & Safety
	Service:
	Business, Commercial and Support Services
	Business Unit:
	SWISCo Ltd



	Essential Skills and Effectiveness:

	Desirable Skills and Effectiveness:

	1. Excellent communication and interpersonal skills, with the ability to build trust, develop positive relationships and adapt your approach to different audiences.
2. Strong emotional intelligence, with the ability to provide advice, guidance and support in a professional, approachable and empathetic manner.
3. Effective investigative, analytical and problem-solving skills, with the ability to identify root causes and develop practical solutions.
4. A collaborative approach, with the ability to work effectively with managers, employees, contractors and external partners.
5. Strong influencing skills, with the confidence and credibility to positively engage people at all levels of the organisation.
6. Excellent organisational skills, with a keen eye for detail and the ability to manage multiple priorities and competing deadlines.
7. The ability to work independently, use initiative and take a proactive approach to improving health and safety performance.
8. Strong written communication skills, including the ability to write clear reports, risk assessments, procedures and guidance documents.
9. Confident presentation and training skills, with the ability to communicate information clearly and effectively to a range of audiences.
10. Good numeracy and data analysis skills, with the ability to interpret, monitor and present information to support evidence-based decision making.
11. A questioning and inquisitive mindset, with the confidence to challenge existing practices constructively and promote continuous improvement.
12. A practical and solution-focused approach, balancing legal compliance with operational realities and business needs.
13. The ability to handle sensitive or confidential matters with professionalism, discretion and sound judgment.

	




	Essential Knowledge:
	Desirable Knowledge:


	14. Knowledge and understanding of current health and safety legislation.
15. Knowledge and understanding of how to influence a “Health and Safety Culture” within a large organisation, including negotiation and influencing of relevant staff and stakeholders both internal and external.
16. Effective knowledge, understanding of data protection and confidentiality.
17. Effective knowledge and understanding of report writing and how to present such reports and data.

	1. Awareness of quality control methodologies.
2. Knowledge and understanding of maintaining Health and Safety reporting systems.
3. Demonstrable knowledge and understanding of Risk Management and Risk Reduction Methodologies.
4. Proven knowledge and understanding of the application of accident investigations, to include root cause analysis.
5. Effective knowledge and understanding of legislative and statutory obligations such as the Environments Act and other which affect the Company’s O’Licence.




	Essential Experience/Achievements:

	Desirable Experience/Achievements:

	18. Experience of compiling and reviewing risk assessments.
19. Experience of working in a time critical environment.
20. Experienced in the delivery of systems, policies and procedures that ensure compliance and service improvement.
21. Experience of problem solving to successful outcomes.
22. Able to demonstrate and in-still trust to staff members at all levels, clients/customers and the general public.
23. Experience of demonstrating and promoting equal opportunities.

	6. A proven track record of implementing innovative and wide-ranging solutions.
7. Previous experience in the production and delivery of effective training in health and safety matters in a corporate setting.
8. Previous experience of using Health and Safety reporting systems.
9. Previous experience in undertaking accident investigations, and the production of required and relevant reports.




	Essential Qualifications/Professional Memberships:

	Desirable Qualifications/Professional Memberships:


	24. NEBOSH General Certificate in Occupational Health and Safety (or equivalent), or a commitment to work towards and achieve the qualification within an agreed timeframe.
25. Evidence of continued professional development.
26. A full UK driving licence.

	10. Membership of Professional Body such as IOSH or equivalent.
11. NVQ L3 or equivalent training qualification.




	Essential – Other requirements of the job role  

· Ability to carry out the physical requirements of the role (i.e., manual handling). 
· Ability to travel efficiently to carry out duties.
· Ability to accommodate unsociable hours.
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