WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION


	POST TITLE:
	Assistant Occupational Health, Safety & Wellbeing Manager.


	GRADE:
	10

	RESPONSIBLE TO:
	Occupational Health, Safety & Wellbeing Manager. 

	RESPONSIBLE FOR:
	Senior OH Nurse, H&S Advisor, Authority Fitness Advisor (direct reports) and a further 4 staff.


	PURPOSE OF POST: 
	To provide occupational health, safety & wellbeing advice and guidance to senior managers. To develop and implement occupational health, safety & wellbeing policies, procedures and projects.  To act as wellbeing lead by coordinating health & safety, occupational health, fitness and other initiatives in the development of a Wellbeing Strategy.



MAIN DUTIES AND RESPONSIBILITIES

1 Provide advice and guidance to senior managers on occupational health policy matters, health & safety, fitness and wellbeing matters.
2 Participate in the development and implementation of occupational health, health & safety, fitness and wellbeing policies and procedures.

3 Assist the Occupational Health, Safety & Wellbeing Manager to monitor any changes in legislation to ensure policies & procedures are legally compliant.
4 Provide advice and guidance to employees and managers on occupational health policy matters, health & safety, fitness and wellbeing matters.
5 Manage the Occupational Health & Safety team on a day-to-day basis.
6 Act as the lead manager for staff wellbeing across the organisation. 

7 Oversee the Authority’s Welfare Policy & arrangements.
8 Manage the Authority’s Cycle to Work Scheme.
9 Monitor and review the Occupational Health, Safety & Wellbeing Strategy reporting progress to the Health and Safety Committee.
10 Design, implement, deliver and oversee wellbeing and mental health training.
11 Assist the Occupational Health, Safety & Wellbeing Manager with producing reports to Management Team, Board and the Human Resources Committee.
12 Oversee the delivery of occupational health, health & safety, fitness and wellbeing projects and initiatives.
13 Develop and submit capital and revenue bids for any projects the unit are leading on.
14 Develop and submit any identified Occupational Health & Safety Unit training bids.
15 Manage the Wellbeing Fund process.

16 Undertake as required any Equality and Data Privacy impact assessments for the unit.
17 In liaison with Corporate Communications, develop a communication strategy to effectively communicate occupational health, health & safety, fitness and wellbeing messages and raise the internal profile of the unit.
18 Deputise for the Occupational Health, Safety & Wellbeing Manager.
19 Represent the Occupational Health & Safety Unit at internal and external meetings and conferences.
20 Implement and promote the Authority’s:
a. Health and Safety Policy

b. Equality and Diversity Policies
c. Information Security Management System policies 
d. Safeguarding policies

e. Business continuity policy and contingency arrangements.
21 Be responsible for ensuring any data produced in relation to the post is accurate and current.
22 Undertake any other duties commensurate with the post as directed by the Occupational Health, Safety & Wellbeing Manager.
23 To demonstrate and uphold the service values and to promote the organisation in a positive manner.

24 Ensure functions can be maintained when disruptive events occur through the implementation of arrangements specified in the business continuity strategy/policy.

PERSON SPECIFICATION/SHORTLISTING CRITERIA

In order to be shortlisted for the post you will need to demonstrate your ability to meet the requirements of the role by giving clear, concise examples of how you meet each of the following person specification criteria on your application form. Please list or number the competency criteria against which you are providing evidence/examples.

You will only be shortlisted from the details in the application form if you meet all Essential criteria, i.e. items you must be able to do from day one to be able to perform the role. If a large number of applications are received, only those who also meet the Desirable criteria will be shortlisted, i.e. criteria you need to undertake the role, but which could be learnt during training.

There may be some criteria that are identified through ‘Selection Process’ only. You will only be assessed on these criteria during the selection process and not from your application form, this may involve tests, presentations, interview etc.

	 
	Experience
	Essential/ Desirable
	Where 

Identified

	1 
	Demonstrable experience in health & safety management including the provision of competent health & safety advice.
	Essential
	Application &

Selection Process.

	2
	Considerable experience of managing staff and leading a team.
	Essential
	Application &

Selection Process.

	3
	Demonstrable experience of advising on occupational health policy issues.
	Essential
	Application &

Selection Process.

	4
	Experience of developing and implementing policies and procedures.
	Essential
	Application &

Selection Process.

	5
	Possess up to date working knowledge of health & safety legislation.
	Essential
	Application &

Selection Process.

	6
	Demonstrable experience of successfully managing projects.
	Essential
	Application &

Selection Process.

	7
	Demonstrable experience in implementing wellbeing projects & initiatives.
	Essential
	Application &

Selection Process.

	8
	Demonstrable experience of advising on diet, nutrition and fitness.
	Desirable
	Application & Selection Process.

	9
	Experience of working in a blue light service.
	Desirable
	Application & Selection Process.


 

	 
	Education and Training
	Essential/ Desirable
	Where 

Identified

	10
	Degree in relevant subject area or equivalent demonstrable experience.
	Essential 
	Application.

	11
	IOSH Working Safely (or equivalent).
	Essential
	Application.

	12
	NEBOSH General Certificate (or equivalent).
	Desirable
	Application. 

	13
	Evidence of continuing professional development.
	Essential
	Application & Selection Process.



 

	 
	Special Knowledge and Skills
	Essential/ Desirable
	Where 

Identified

	14
	Excellent verbal and written communication skills.
	Essential
	Application & Selection Process.

	15
	Ability to prioritise and meet conflicting deadlines.
	Essential
	Application & Selection Process.

	16
	Excellent IT skills (Microsoft Packages).
	Essential
	Application.

	17
	Demonstrate commitment to good data quality within all areas of work. 
	Essential
	Selection Process.

	18
	Demonstrates commitment to taking a leading role in driving forward WYFRS commitment to equality and diversity and demonstrates an understanding of the importance of equality and diversity to WYFRS as an employer and service provider.
	Essential
	Selection Process.

	19
	Demonstrate an understanding of and ability to implement health & safety in the workplace. 
	Essential
	Selection Process.

	20
	Demonstrate sound understanding of wellbeing issues. 
	Essential
	Selection Process.

	21
	Hold and maintain a current full valid driving license.
	Essential
	Application & Selection Process.
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