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Job Title:  SHE Administrator


	Role Purpose (position scope)

	A Draken Health & Safety Administrator is a support role focused on compliance, documentation, and coordination, to ensure all SHE standards are met. 



	Line Manager
	Dotted Line
	Direct Reports
	Dotted Line

	SHE Manager
	
	Nil
	



	Key Responsibilities

	· Support the SHE department with management and organisation of administrative tasks, such as:
· Maintain and manage all SHE documentation and records
· Assist with administration of SHE Management System documentation
· Manage and co-ordinate all Occupational Health bookings
· Arrange all training bookings and material for courses
· Undertake SHE minor projects as required 
· Maintaining the department diary
· Arranging internal and external visits for auditors and site visits
· Provide administrative support with COSHH and MSDS assessments and registers for all sites
· Assist with keeping noticeboards and site documentation displayed up to date




	
Key Deliverables

	· Occupational Health appointments
· Training delivery preparation
· Documentation management



	Core Skills

	Essential:

· Previous experience in administration with strong IT skills (Microsoft Office)
· Good organization, planning and time management
· Good communication skills 
· Attention to detail for managing document control

Desirable:

· Previous experience in health and safety
· Knowledge of COSHH and safety management system
· 



	Key Measures

	· Health & Safety Performance
· Occupational Health completion rate
· SHE Training Completion Rate 




Job Holder:	___________________________	Signed: ______________________________

Manager:	___________________________	Signed: ______________________________

Date:	_____________________________

DRAKEN PRIVATE

DRAKEN PRIVATE

[bookmark: TITUS1FooterPrimary]COBHAM PRIVATEDRAKEN PRIVATE

image1.png
DRAKEN





