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	Job Title
	Health & Safety Risk Advisor – SC/ DC/PC/ Retail
	Department
	Central Operations

	Reports To
	Head of Group H&S
	  Level 
	5
	Location
	Support Centre



Job Purpose - Overview
	Provide a brief, four-sentence description of the role, what success in the position looks like, and how it fits into the company or organization overall. Consider overall delivery, risk, decision making authority. 

	A competent and engaging colleague who provides H&S advice to colleagues and completes internal processes in a timely manner relating to accidents, incidents and near misses and enforcement authority inspections in order to reduce business risk and ensure legal compliance.
Ensures that appropriate details are collated and recorded for accurate processing of Claims. Provides documentation to Card Factory’s 3rd Party Insurance Brokers and Solicitors relating to Employee Liability, Personal Liability and Transport claims in accordance with the MOJ Portal Requirements. Provides advice, suggests improvements/ innovations and escalates trends or issues to the Group Head of Health & Safety


Key Accountabilities
	Outline the types of accountabilities that are attributable to the role. Provide a concise bullet point list of the responsibilities and duties of this job (no more than 8). List the essential duties required to carry out this job and in order of importance. Use complete sentences. Start sentences with verbs. Use the present tense. Use gender neutral language

	Training: 
· Provides competent H&S advice to colleagues, other departments and Group Companies relating to area of specialism
· Ensures all employees are suitably trained on equipment and machinery and are aware of their responsibilities in delivering safe places to work and shop
· Provides Claims advice to Health and Safety team
· Supports the Customer Service team and deals with Customer Complaints advising on requirements for Self-Insured offers where relevant
Compliance: 
· Carries out inspections on equipment in the DC and PC
· Completes accident investigations and follows up on near misses and incidents
· Monitors data and identifies trends providing additional support and coaching where necessary
· Maintains legal compliance documentation (i.e. Accidents, LOLER)
· New Store/Building plans reviewed re. H&S
· Collates, checks and submits information to Insurers and Solicitors, in accordance with Claims Protocol relating to EL/ PL 
· Monitors data and identifies trends providing additional support and coaching where necessary
Policy and Legislative Adherence:
· Advises on H&S issues relating to new stores and company premises
· Supports the development of policies and procedures working with the Head of Group Health & Safety
· Works alongside the Property Department ensuring that H&S maintenance issues are rectified
· Ensure that liability decisions are made in a timely manner and Disclosure Statements/ court papers are returned as needed
· Supports the development of policies and procedures working with the Head of Group Health & Safety
· Carries out Accident / Incident Investigations where business is at risk from EL/PL/Transport Claims

	Stakeholder Relationships

	Outline who key stakeholders are, whether internal and / or external, whether interfaces are transactional or how much relationship management is needed. Level of influencing/gravitas.

	· Builds a network allowing colleagues to provide honest and open witness statements and detailed information relating to a potential claim – regularly works with each area of the business they partner with to understands challenges and opportunities.
· Engages easily with others and provides competent H&S / Claims Advice to Store, Area and Regional Managers
· Builds relationships with store and area teams to ensure that colleagues engage with and understand the importance of Health & Safety
· Represent Cardfactory professionally when meeting with external stakeholders relating to H&S (i.e. Centre Managers, Claims Inspectors)  - organises completion of remedial actions as required

	Qualifications, Skills, Experience, Attributes Required

	Provide a bullet point list of job functional knowledge (technical/subject-matter/professional expertise), business knowledge, problem-solving and interpersonal skills and experience required for the satisfactory performance of the job e.g. education level, experience, specific skills, personal characteristics, certifications, licenses. 

	· Understands and is experienced in Retail, DC and Manufacturing Operations
· NEBOSH General Certificate in Occupational Safety and Health
· Pays attention to detail and can communicate complicated issues simply
· Manages time and own agenda effectively
· Is trustworthy and approachable
· Pragmatic
· Understands and is has experience in all Card Factory operations within the Group
· NEBOSH General Certificate in Occupational Safety and Health
· Pays attention to detail and can communicate complicated issues simply
· Manages time and own agenda effectively
· Is trustworthy and approachable
· Experience of MOJ Claims Portal Process – EL/PL 
· Experience of MOJ Claims Portal Process – Transport



	For line manager roles only

	Total team size
	NA
	Direct/Indirect reports
	NA

	Budget responsibility
	NA
	Capital/Revenue Responsibility
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