	Workplace Law Group Ltd

Information, advice, training and consulting for UK employers

Based in Cambridge
	[image: image1.png]


[image: image2.jpg]






Job Description

Job title:
Health and Safety Administrator
Outline:
We are looking for a self motivated, dynamic individual who can assist and support our team of health and safety consultants and trainers. The role will be predominantly admin based preparing health and safety reports and documents, training material and managing information services. This is a unique opportunity as the successful candidate will be coached to deliver safety related services to our clients. 
Based at: 
Cambridge plus UK travel
Reporting to: 
Head of Health and Safety (with input from Business Manager Facilities Health and Safety and the HR department)
Experience: 
Working in an administrative position with responsibilities for document review (grammatical and formatting). Previous experience of developing health and safety related documents.
Main duties and responsibilities:
· Coordinating day to day advice to Workplace Law members via email and telephone on a wide range of health and safety related issues.

· Management Report writing.

· Contributing towards an online advice and information services.
· Providing support in the development of training courses including quality control and proofing of delegate handouts.

· To support office based staff responsible for sales, marketing and business development.

· To assist in the preparation of proposals to clients.

· Responsibility for managing health and safety e-learning courses including the ongoing maintenance and development of the courses
· To adopt an entrepreneurial approach to business development, working with the Sales team and Account Managers to secure follow up business.

· Actively contributing to the growth of the health and safety training and consultancy division through innovation, discussion, and sharing of knowledge.

You are advised that Workplace Law Group reserves the right to update this job description at any time.  Changes will be introduced following discussion with the post holder.

Person Specification
	
	Essential
	Desirable

	Qualifications


	IOSH Managing Safely or above
	

	Skills, knowledge, experience


	Experience of working in health and safety, either in an administrative or advisory role.

Excellent time management and organisational skills

An entrepreneurial approach to business development
Excellent communication and interpersonal skills

Being highly efficient without compromising on quality or attention to detail.
Highly computer literate, proficient in Microsoft Office and e-mail and able to adapt to bespoke packages
Living within reasonable travelling distance of Cambridge

Numerate
	Experience of designing health and safety training courses.



	Personal attributes


	Flexibility in order to adapt to the changing needs of the business

Smart  appearance

An appreciation of high quality service

Cooperative, helpful and approachable

Confidence, ability to influence others, 
sense of integrity
Dynamic, proactive, self-starter, capable of working on their own initiative.

A supportive approach to colleagues
Willing to travel within the UK
	


About Workplace Law Group

Workplace Law Group helps UK businesses get to grips with employment law, health and safety and premises management. We provide information, advice, training and consulting, with a nationwide client base including some of the country’s largest private companies and public sector organisations.

We are the specialist advisor to the British Institute of Facilities Management (BIFM) on employment law, health and safety and premises management, and we work closely with the Council of University Business Officers to provide support to the university sector. We have a share of the mid-qualifications market for both NEBOSH and IOSH training of around 1%, which we are looking to grow to 4% in the next three years.  Following our twelfth straight year of growth, we are now looking to further expand our health and safety training and consulting capability and hence need additional resources in our team.   

The two divisions within Workplace Law Group concentrate on:

· Training and consulting: the provision of training courses, qualifications, telephone support and on site consultancy to companies across the country. Workplace Law Group is now one of the biggest training providers for health and safety qualifications under the IOSH and NEBOSH course programmes, and teaches CIPD human resources and employment relations programmes in Cambridge and London.

· Network: the provision of information and advice predominately through a membership service, including online subscription services, a monthly members’ magazine and a series of special reports and publications. The Network was awarded Best Business Subscription Website 2008 by the prestigious Periodical Publishers Association.

The Challenge

As Workplace Law Group continues to grow at a rate of 30% each year, the senior management team has a growing workload which now needs managing more proactively. The Executive Team consists of the Managing Director, Marketing and Sales Director, Finance Director, Head of HR, and Head of Health and Safety. We are now looking to appoint a highly capable individual into a new role as Health and Safety Administrator, to help provide support to the Head of Heath and Safety and Health and Safety Consultants. This is an exciting position for someone who wants a career in the Health and Safety field, with fantastic opportunities for gaining a NEBOSH National General Certificate. You will certainly be in a position to make a difference.


For further details, please see our website www.workplacelaw.net
Details

Salary: 
£16-20k plus benefits.
Duration:
Permanent
Hours: 

37.5 per week: 8.30 – 5.00pm Monday – Friday, with an hour for lunch.
Location: 
Station Road, Cambridge (2 mins on foot from Cambridge railway station).

Limited on site parking.
Workplace Law Group, Second Floor, Daedalus House, Station Road, Cambridge  CB1 2RE

Tel. 0871 777 8881  Fax 0871 777 8882  info@workplacelaw.net  www.workplacelaw.net 
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