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Job Description


Post title: Health and Safety Officer (Fire)
Date last updated/evaluated: 
Author: Chris Griffin 
School / Department:			Health & Safety
Faculty / Directorate:			Legal, Governance, Risk 
Job Family:				Management, Specialist and Administrative (MSA)
Grade:					Level 4
ERE Pathway (if applicable):		Not applicable
Post reporting to:			Simon Mills  
Post line report(s):			No
Post base location:			Hybrid: Campus / Home 

Job purpose: 	The post holder will have responsibility for providing specialist advice related to all aspects of fire safety management to support line managers in implementing health and safety policy, practice, process and procedures developed by Health, Safety & Risk. 
The post will also operationally undertake Fire Risk assessments across the University Estate in line with the Fire Risk Assessment risk-based programme and liaise with stakeholders regarding the implementation of any associated remedial works.


Key accountabilities and indicative time allocation:
1. 50%
Specialist Advice and expertise 

· To provide competent professional Health & Safety (Fire) advice at operational level 
· Assist and maintain oversight of operational work as directed, raising concerns where necessary to the relevant project lead, line manager and/or Director of Organisational Risk and Resilience 
· Support key personnel to help ensure health & safety is considered as part of all operational work and is implemented to the standards expected by the University in accordance with policy.
· Support the Director of Organisational Risk and Resilience as the University’s Competent Person as and when required providing input and advice as necessary. 
· Working collegiately with specialist Health & Safety colleagues (Advisors) provide support to enable a coordinated approach to health and safety advice, policy and procedure.
· Deliver effective Health & Safety fire training, to exacting professional standards, as directed, to include identifying and implementing training needs, defining effective learning outcomes, preparing high-quality training materials, flexible and innovative use of a range of delivery formats and media, robust assessment of learning outcomes, and using feedback to review and maintain training efficacy. 
· Provide Fire Safety advice (to level of technical expertise), to line Managers, staff and students as necessary in order to implement good standards of health and safety.

2. 25%
Performance and Monitoring 
· Acting on behalf of the University, support specialist Health & Safety Managers to carry out regular fire inspections, risk assessments and audits as required or instructed to do so by the Director of Organisational Risk and Resilience 
· Assist in the implementation and monitoring of relevant Health & Safety policies and standards.
· Assist and support line managers in carrying out local workplace inspections in order to establish compliance with the University Health and Safety Management System (HSMS).
· Liaise with stakeholders as directed to ensure University related policies are implemented correctly on behalf of the University.
· Undertake administration as necessary to deliver the role inclusive of visits to other sites.

3. 20%
Stakeholder and collaboration and engagement 
· Attend Legal, Governance, Risk, and Health & Safety Directorate meetings or other meetings as required by the Director of Organisational Risk and Resilience Ensure clear communication and liaison with key personnel to aid understanding and support implementation. 
· Ensure the provision of timely intervention and escalation to the Competent Person as and when necessary, in respect of incidents, operations or activities which may have an adverse impact on the University.
· Assist with the development of good partnerships and key contacts thereby contributing to collegiate and professional working relationships. 
· Assist with the identification of areas for improvement and gaps, ensuring the implementation of process and procedure to improve fire safety working practices.  
· Support the investigation of incidents and near misses as allocated, particularly related to fire incidents.
· Develop good relationships with line managers to identify local emerging fire safety issues, providing advice as necessary and escalating to Legal, Governance, Risk, and Health & Safety Directorate as appropriate.  
4. 5%
Other duties
· To undertake any other duties that fall within the scope of this role, as allocated by the Director of Organisational Risk and Resilience


Internal and external relationships:

University staff 
Will communicate both verbally with, and in writing, to members of the University. Good communication and working relationships must be maintained as a large majority of tasks require teamwork. 

University staff within the Legal, Governance, Risk, and Health & Safety Directorate
Requires interaction with the Health and Safety Managers and Officers, using well developed written and verbal communication skills to communicate clearly, accurately and concisely. In particular, with the specialist Health & Safety Managers (Advisors) regarding policy, the interpretation of standards, and the reporting of statistical information.

University staff across the University
 Will communicate with those within Faculties and professional service specialists across the university for the resolution of health and issues




Person Specification – Skills and Competencies
[bookmark: _Hlk187230474]All essential and desirable criteria outlined in this Person Specification will be assessed through a combination of recruitment application and CV, and where applicable numerical or written assessment.
Knowledge, Experience and Qualifications
Essential
· Membership of a professional body i.e. Institution of Fire Engineers at least at Graduate level
· Experience in both inspection and management of fire safety in a relevant organisation.
· Comprehensive knowledge of fire safety legislation and best practice.
· Ability to derive realistic, practical, workable & cost effective solutions to fire safety
· An ability to review plans, strategies and designs to ensure that the principals of fire safety and the University of Southampton standard have been incorporated.
· Proven experience in planning and progressing work activities within H&S guidelines and/or broad organisational policy.
· Able to apply an awareness of principles and trends in H&S and an awareness of how this affects activities within the University and Faculty.
· The required level of knowledge and understanding will normally have been gained through some or all of the following:
· Considerable work experience
· Vocational training
· Formal qualification(s) equivalent to Level 5 or 6 of the Regulated Qualifications Framework e.g. foundation degree or degree with honours, or Level 5 or 6 award, certificate, diploma, NVQ.

Desirable
· Level 4 qualification in Fire Safety or its equivalent
· Demonstrate leadership and the ability to persuade negotiate and influence other areas of the business
· Professional experience of providing fire safety advice and services in a large organisation gained ideally as a fire safety engineer, fire safety officer with a Fire Brigade or military fire service or similar role.
· A willingness to gain other relevant qualifications if necessary,
· Experience of designing and delivering fire safety training to a diverse audience
· A willingness to gain other relevant qualifications, if necessary,

Teamwork and Communication
Essential
· Delegates and/or collaborates effectively, understanding the strengths and weaknesses of colleagues.
· Works proactively with colleagues and other stakeholders, within and beyond the University, to achieve outcomes.
· Communicates effectively to develop understanding and achieve cooperation.
· Provides clear specialist advice, guidance and recommendations on complex issues.

Planning, Organisation and Resource Management
Essential
· Able to work under pressure.
· Work with all other professional service providers to develop new or improved processes that integrate H&S into the management culture.
· Able to seek opportunities to progress H&S activities within professional guidelines and in support of University policy.

Problem Solving and Initiative
Essential
· Capable of analysing changes to H&S and fire safety legislation and making proposals for its implementation on a Faculty-wide basis. 
· Able to develop understanding of long-standing and complex problems and apply professional knowledge and experience to solve them.



Job Hazard Assessment
A full health clearance is required for this role where any hazards marked “^”, using the agreed Occupational Health referral template available from here. Where a full health clearance is required, this will apply to all role holders, including existing members of staff.
Physical Environment
[bookmark: _Hlk181968470]Working outside ^							Not applicable
Exposure to noise levels >80dbA ^					Not applicable
Working with dust or fumes ^						Not applicable
Working with skin irritants ^						Not applicable
Working with chemicals (industrial or cleaning) ^			Not applicable
Working in a confined space ^					Not applicable
Working at height ^							Not applicable
Working with sewage ^						Not applicable
Contact with cytotoxins ^						Not applicable
Exposure Prone Procedure (EPP) work ^				Not applicable
Contact with clinical specimens or pathology work ^		Not applicable
Direct patient care or patient contact					Not applicable
Exposure to temperature extremes					Not applicable
Frequent hand washing						Not applicable
Ionising radiation							Not applicable

Psychological and Social Environment
Working shifts ^							Not applicable
Working nights ^							Not applicable
Lone working								Not applicable
Working with children							Not applicable
Exposure to persons with challenging behaviour			Not applicable
Working with larger groups						Not applicable

Equipment, Tools and Machines
Working with vibrating machinery or tools ^				Not applicable
Driving duties e.g. LGV, PCVs, forklift trucks ^			Not applicable
Food handling								Not applicable
Contact with latex							Not applicable

Physical Abilities
Prolonged physical movements or actions e.g. walking ^		Not applicable
Prolonged Standing or Sitting	 ^					Not applicable
Moving or handling heavy loads ^					Not applicable
Repetitive pulling or pushing ^					Not applicable
Repetitive climbing (steps, stools, ladders, stairs) ^			Not applicable
Repetitive crouching, kneeling or stooping				Not applicable
Repetitive lifting							Not applicable
Fine motor grips (e.g. pipetting)					Not applicable
Repetitive reaching below shoulder height				Not applicable
Repetitive reaching at shoulder height				Not applicable
Repetitive reaching above shoulder height				Not applicable
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