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Job description

	Date:  3 February 2026
	
	


_____________________________________________________________________

	Department:

	Legal and Civic Services 

	Post ID number:

	CHSUPO004

	Section:

	Corporate Health and Safety

	Job title:

	Health and Safety Advisor 

	Grade:

	Grade 8


_____________________________________________________________________

Main purpose of job

Be responsible to the Assistant Corporate Health and Safety Manager on Health and Safety matters for the Corporate Health and Safety Unit and Belfast City Council.

Contribute to the ongoing development, delivery and review of an effective corporate health and safety service and strategy which will enable the council to achieve the highest possible standards in health and safety, meet the challenges associated with the delivery of health and safety excellence in a complex and diverse organisation and ensure compliance with its statutory and best practice obligations.  

The corporate health and safety strategy encompasses (but is not restricted to) the: 
a. Corporate Health and Safety Policy
b. Corporate Health and Safety Management System (policies, procedures, guidance, forms, templates, information management systems)
c. Corporate Health and Safety Risk Register 
d. Corporate Health and Safety Assurance Framework
e. Annual Corporate Health and Safety Plan (including the corporate health and safety priorities, objectives and performance indicators)
f. Annual Unit Business Plan (including the health and safety inspection programme, fire risk assessment programme, corporate health and safety training programme)

Ensure the health, safety and welfare of council employees and others affected by council activities through the efficient and effective delivery of specific work activities allocated to the postholder.





Summary of responsibilities and personal duties


1. Provide professional technical advice, guidance, training and support as requested to all levels of what is a large and diverse organisation with high-risk services and activities, on the interpretation, application and compliance with health and safety legislation, policies, procedures and best practice as it applies to council employees, functions, buildings and any other third parties affected by council undertakings. 

2. Undertake specialist health and safety assessments as required to ensure compliance across a wide range of statutory obligations (e.g. noise, vibration, DSE, COSHH, manual handling, slip test etc) for both the council and external partner organisations whilst also protecting the reputation of the council and avoiding legal claims.  

3. Undertake health and safety audits and inspections as requested of high-risk services and facilities such as the zoo, waste collection, waste management, grounds maintenance, cemeteries and crematorium, fleet maintenance, property maintenance and venues in line with relevant work programmes within the council and external partner organisations.

4. When undertaking health and safety audits and inspections, critically assess the level of compliance with the corporate health and safety strategy, policy and procedure, legislation, technical standards and best practice, ensuring that the outcome of all reviews are comprehensively documented in accordance with unit procedures in a formally issued report and that where non-compliances are identified, timely corrective actions are recommended, and implementation progress monitored through to completion.

5. Design, co-ordinate, deliver, evaluate and review effective and engaging health and safety training courses and communications for all levels of council management, employees and external partner organisations to promote a positive health and safety culture and compliance with all relevant health and safety legislation, policy and procedure and participate in all induction and in-service training provided by Belfast City Council and in other human resource management procedures as appropriate.

6. Assist with the procurement and delivery of external health and safety training services for the unit.

7. Be responsible for ensuring that comprehensive records of all assigned health and safety training are maintained including training content and attendance.

8. Undertake a range of project and service improvement related activities, working to the relevant manager to develop and improve health and safety service provision, strategy, policies, procedures, guidance and templates.  Develop and manage projects and initiatives in accordance with health and safety best practice and council objectives.

9. Support the relevant senior officer with project planning and management, monitoring and reporting on progress, risks, issues and resources and ensuring adherence to timelines and deliverables; highlighting required remedial action or changes to plans where necessary, being accountable for assigned deliverables.

10. Manage and be responsible for accidents and incidents as assigned and respond in accordance with unit procedures and relevant health and safety legislation, undertaking prompt site visits, comprehensive accident investigations and reports, reviews of working practices, preparation and submission of RIDDOR reports, reviews of accident history, liaison with departments and statutory agencies etc.  Establishing underlying causes, identifying trends and recommending and monitoring action where applicable.  

11. Provide evidence, witness statements and reports and to attend court as a witness, when required, in consultation with the Legal Services Unit.

12. Undertake the timely investigation and response to any assigned routine complaints or requests for information received by the unit in accordance with council procedures.  This may include legal requests, freedom of information requests, subject access requests.

13. Maintain a comprehensive record of all activities undertaken and recommendations issued on the unit’s electronic information management systems ensuring the accuracy and quality of all data entered onto and reported from the systems.

14. Proactively engage and develop effective working relationships with council staff, management, elected members, trade unions, health and safety committees, external partner organisations, external statutory agencies (in particular the Health and Safety Executive for Northern Ireland), relevant external organisations and health and safety professionals, to ensure the effective delivery of the corporate health and safety service and strategy, promote a positive health and safety culture.

15. Act as the main point of contact for assigned health and safety activities including audits, inspections, investigations, projects, service improvements, service requests, assessments and training, co-ordinating regular contact and providing responses as relevant. 
 
16. Represent, in relation to assigned work, the Corporate Health and Safety Unit in meetings, site visits, correspondence with HSENI and other relevant statutory agencies or third-party organisations. 

17. Represent the council in regional groups as required.

18. Collate, analyse and prepare accurate and timely reports and statistical information as requested to enable effective health and safety performance monitoring and reporting to management, senior management and elected members. To draft reports and provide guidance and recommendations for meetings as requested.  To prepare and deliver reports, presentations or project updates as required to a variety of audiences.

19. Keep-up-to date with professional, technical and legislative developments within all fields of health and safety as it relates to the work of the council ensuring that all recommendations and decision making are informed by quality research, information, statistics and benchmarking.

20. Maintain the level of knowledge, competence and skills necessary to comply with relevant professional standards.

21. Be responsible for managing and prioritising daily work demands including reactive and proactive work activities and related projects to ensure all relevant agreed unit targets are achieved to ensure that a quality, focused corporate health and safety service is delivered.

22. Recommend, where appropriate, the immediate suspension of any task or activity that is likely to result in injury or to place the council at risk of prosecution or liability (this includes work undertaken by third parties on behalf of the council).

23. Participate in corporate working and cross-departmental performance improvement working teams as required.

24. Be responsible for unit equipment e.g. training projectors, monitoring equipment etc ensuring it is maintained and calibrated in accordance with manufacturer’s instructions and available for use when required.

25. Support departments as appropriate with the health and safety management of contracts and bookings e.g. tender specifications / evaluations, third party event risk assessments and management plans and also to support unit managers with the specification, procurement and ongoing management of third-party contracts to support the work of the unit. 

26. Support the development and maintenance of office systems and IT systems, playing a key role in the identification of user and business requirements to improve innovation and service delivery and in collaborating with required stakeholders to implement system and process improvements

27. Provide technical guidance, support and training to other team members and colleagues across the council with regards to any health and safety specialism held by the post holder and to formulate, develop and review procedures and guidance notes for use by other staff and for the effective delivery of the unit supporting the development of technical skills and understanding of service improvements.

28. Motivate and manage any staff that may be assigned to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

29. Participate as required in the training of students and other persons assigned to the unit for training purposes or work experience.  To support and mentor staff in undertaking new or unfamiliar work including discussing the issues and assisting them in reaching sound judgements and recommending appropriate action.

30. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

31. Participate as directed in the council’s recruitment and selection procedures.

32. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

33. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

34. Undertake such other relevant duties as may from time to time be required.

This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description, but which are commensurate with the role.













Employee specification

	Date:    08 June 2026


_____________________________________________________________________

	Department:

	Legal and Civic Services 

	Post ID number:

	CHSUPO004

	Section:

	Corporate Health and Safety

	Job title:

	Health and Safety Advisor 

	Grade:

	Grade 8


_____________________________________________________________________

Essential criteria

Qualification, driving licence and experience

Applicants must, as at the closing date for receipt of application forms:

 have a third level qualification in a relevant subject such as Occupational Health and Safety, Environmental Health, NEBOSH Diploma or equivalent qualification;
 have a full current driving licence which enables them to drive in Northern Ireland or have access to a form of transport which enables them to meet the requirements of the post in full. It is desirable that a vehicle is available for official business; and
 be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in a health and safety role, in each of the following three areas: 
a) conducting health and safety inspections and audits across a range of medium to higher risk[footnoteRef:1] sites and work activities;  [1: 1Medium to higher risk will be defined as activities / sites, involving operation of plant / machinery / heavy goods vehicles, hazardous materials, manual handling etc.
] 

b) conducting accident investigations; and
c) preparing and delivering health and safety training courses.


Desirable criteria

In addition to the above qualification, driving licence and experience, Belfast City Council reserves the right to shortlist only those applicants who, as at the closing date for receipt of application forms:

· in the first instance, can demonstrate by providing personal and specific examples on the application form, at least two years’ relevant experience in a health and safety role in each of the above noted three areas (a) - (c); and
· [bookmark: OLE_LINK6][bookmark: OLE_LINK5]in the second instance, have current professional membership of the Institute of Occupational Safety and Health (IOSH) (i.e. Technical, Certified, Chartered or Chartered Fellow), or equivalent.

Special skills and attributes

Applicants must possess the following special skills and attributes which may be tested at interview:

Technical knowledge: a clear understanding of relevant health and safety legislation and best practice and ability to keep up-to-date with professional, technical and legislative developments within the field of health and safety and make clear recommendations accordingly. 

Communication and interpersonal skills: excellent written and oral communication skills and the ability to write reports, memos and letters on highly complex and sensitive issues and deal with a range of internal and external bodies on a range of complex issues.

Team working and leadership skills: the ability to work as part of a team displaying good leadership qualities and create and encourage a culture to secure high-level co-operation and working together in a wide range of teams drawing on the synergy of team members.

Analysis, problem solving and decision-making skills: the ability to analyse and interpret complex issues and exercise judgement and take effective decisions to ensure successful outcomes.

Information technology skills: the ability to make effective use of information technology software including word processing, spreadsheets and databases.

Management and work planning skills: the ability to manage and plan the workload of a team to ensure deadlines are met and objectives achieved.

Political sensitivity awareness: the ability to respond appropriately to elected representatives, chief officers, the public and other external agencies in a helpful and positive way, meeting their needs and presenting a good image of the council.

Performance management skills: possess a good understanding of the management of performance, with the ability to employ performance management techniques and quality systems; to monitor performance and work to continuously improve services by meeting targets and working to performance principles.

Partnership working skills: the ability to form, develop and maintain effective partnership arrangements, both internally and externally.

Equality of opportunity awareness: a clear understanding of equality principles and the ability to apply them to service delivery.





______________________________________________________________________________
Health and Safety Advisor 
16/06/26
