BRADLEY STOKE TOWN COUNCIL

JOB DESCRIPTION


DEPARTMENT: TOWN CLERKS				SECTION: ADMINISTRATION


JOB TITLE: 	ADMINISTRATOR (Health & Safety Officer) - 22.5 hours per week	       GRADE/SCP: 8-12


1.	JOB PURPOSE

Responsible to the Town Clerk and/or Deputy Town Clerk for ensuring the Council's Health and Safety Policy is implemented and for assisting in the day-to-day administration work of the Town Council Offices.


2. MAIN DUTIES

(a) Assists the Town Clerk in ensuring that The Health and Safety Policy is reviewed and updated annually, is fully implemented to ensure that any changes in relevant legislation are incorporated, and all relevant records and procedures are maintained.

(b) To ensure all relevant records and procedures as a result of Council’s policy are implemented and maintained. 

(c) To oversee and carry out regular physical play area checks, develop, update and review the system and arrange yearly inspections by outside professional body. Record and follow through on any action required.

(d) To provide Health and Safety support for all relevant areas of service delivery, including community and other events. Inform the Town Clerk of any accident reports received, arrange any necessary testing for Health and Safety purposes and provide Health and Safety information to the Planning and Environment Committee in the form of a written three-monthly report.

(e) Assists with carrying out reception duties, answering telephone calls and dealing with enquiries and personal visits from the general public, ensuring their queries are answered satisfactorily or that they are referred to the appropriate person.
 
(f) To carry out general office duties, and provide cover for the other Administrators in dealing with typing of correspondence, form and notices etc. receiving, sending, dating and distribution of internal and external post, filing of correspondence, reports and maintenance of all filing systems, photocopying, faxing, laminating etc.

(g) To carry out research for projects as required, develop proposals, obtain quotes etc. and write appropriate reports for the Council as required.

(h) To develop, update and review, the Health and Safety risk assessment library -general tasks, events etc, and the on-site fire arrangements.

(i) Provide administrative and Health and Safety support to the Facilities & Operations  Manager and to the Events Team, including assisting with the organisation of the annual Community Festival and Fireworks Display etc. as required.

(j) To carry out any other duties and provide cover for other staff as and when required.
 

3. DIMENSIONS

All Health and Safety aspects can have a financial implication to Council. 


4. JOB CONTEXT

To provide a Health and Safety service and to assist with the day to day running of the administration of Bradley Stoke Town Council, providing a service to the public and supporting the Town Council Staff and Councillors.


5. SUPERVISION AND WORK PLANNING

The postholder is expected to prioritise their own tasks and carry them out accordingly.  They receive day to day supervision and work from the Town Clerk or Deputy Town Clerk, which is completed according to the priorities determined.
	
	Allocates work at Centres or to maintenance, check progress and provide advice if needed.


6. PROBLEMS AND DECISIONS

Normal Health and Safety problems, in an emergency can stop task and review the situation to find a way forward.

Queries from the public, dealing with complaints or reports of vandalism.


7. CONTACTS

Town Councillors        -	Responding to enquiries and informing them of current and relevant information.	

Members of the Public -	Giving assistance and directing them to the relevant person where necessary.


8. KNOWLEDGE, EXPERIENCE AND TRAINING

	3 GCSE's at grade 'C' or above including English and Mathematics or equivalent.
Computer and Word Processing literacy together with relevant experience.
NEBOSH Certificate in Health and Safety or equivalent
RPII level II exam for play areas.
Fire Safety + Manual Handling Training and Food Hygiene Certificate.


9. PHYSICAL EFFORT AND / OR STRAIN

Mainly a normal office environment, may be required to move tables, furniture or equipment if assisting with events.


10.	WORKING ENVIRONMENT

Normal office environment and some outside work carrying out inspections.


11.	EQUIPMENT

Computer and normal office equipment

12.	GENERAL

This job description only contains the principal accountabilities relating to this post and does not describe in detail all the tasks required to carry them out. 

Duties may vary from time to time without changing the character of the post or the level of responsibility.


13.	SPECIAL NOTES OR CONDITIONS 

None




Date updated: September 2026






BRADLEY STOKE TOWN COUNCIL

EMPLOYEE SPECIFICATION

JOB TITLE: 	ADMINISTRATOR (Health and Safety Officer)

	
ASSESSMENT CRITERIA
	
ESSENTIAL

	
DESIRABLE

	Qualifications
	3 GCSE's at grade 'C' or above including English and Mathematics or equivalent.
NEBOSH Certificate in Health & Safety.

	RPII level II qualification for play areas 

	Work related experience and Associated Vocational Training

	Computer and Word Processing literacy together with relevant experience.
Manual Handling, Food Hygiene.

	

	Other Relevant Experience
	
	

	Job Related Skills
	Computer and Word Processing skills

	


	Personal Skills
	An ability to communicate with staff, councillors and the general public in a pleasant and effective manner.
Good communication skills; written and oral.

	














