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POSITION DESCRIPTION:
SHEQ Co ordinator
LOCATION:			Middlesbrough
RESPONSIBLE TO:	Group Director of SHEQ

JOB PURPOSE: 
To work as part of the Safety, Health, Environmental and Quality (SHEQ) team, providing administrative support across a range of SHEQ related duties. The role will include taking overall responsibility for SHEQ administrative support and will include maintaining data quality, facilitate management system updates, distribution of documents and document control.

MAIN RESPONSIBILITIES:
· Assist in the managing of the Quality, H&S and Environmental Management Systems in establishing, implementing and maintaining the management systems in accordance with both business requirements and the requirements of the relevant standards
· Assist with identifying improvements to the business through the management systems 
· Provide support to the SHEQ team in order to achieve excellent safety, health, environmental and quality (SHEQ) standards across the business
· Assist in the preparation of SHEQ assessments/management plans
· Managing client feedback processes including the client survey, client commendations and client complaints
· Assist in the management of external audit function with our accreditation auditors 
· Follow up with line managers to obtain relevant information for things such as incident investigations, non-conformances, customer complaints etc 
· Assist in processing SHEQ audits to ensure timely and accurate performance levels are met.
· Communicate with customers, clients, supply chain contacts and operational team members to and complete administration tasks to ensure compliance with SHEQ standards
· Assist in delivering and implementing SHEQ standards both internally and on our clients projects as required
· Provide support in relation to document control and improvement requests within the management systems

· Provide support in relation creating and issuing SHEQ reports to operational teams across the business
· Assist in the development of SHEQ Communications, products and training content as required
· Assist with internal quality audits in support of our ISO 9001, ISO 14001 & ISO 45001 compliance
· Assisting in the reviewing, modifying and creating of Risk Assessments, Works Instructions and Safe Systems of Work


Other duties as deemed relevant from time to time for proper execution of business

QUALIFICATIONS & EXPERIENCE:
· Minimum of five GCSE’s or equivalent including Maths and English
· Administration experience would be desirable
· Experience in MS Office would be desirable
· Experience in a manufacturing environment or construction would be advantageous
· Excellent communication and interpersonal skills; written, telephone and face-to-face
· High level of accuracy and attention to detail
· Effective organisational and prioritising skills.
· Candidates must be willing learn quickly, be action oriented and come across as naturally resourceful and resilient
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