

Environmental, Health and Safety Administrator – Home Accessibility
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Function:	Environmental, Health and Safety
Reports to:	Global EH&S Manager, Home Accessibility

Purpose
Provide efficient administrative and coordination support to the Environmental, Health & Safety (EH&S) team across Home Accessibility, maintaining accurate compliance records, training, supplier and safety management information to support legal and ISO 45001 requirements.
Key Responsibilities 
· Maintain accurate EH&S data, controlled documents, registers and records on SharePoint/POP, including risk assessments, COSHH, SSOWs, audits, inspections, inductions and compliance evidence.
· Coordinate EH&S training, including Manual Handling across all Home Accessibility sites, and maintain attendance, certificates and training matrices.
· Coordinate health surveillance, contractor onboarding, supplier compliance and vendor certifications, ensuring records and actions remain current.
· Log near misses and non-conformances, update systems and follow up actions to timely closure.
· Process purchase orders and invoices, chase orders, coordinate spare-parts delivery, track expenditure and order stationery, workwear and safety supplies.
· Provide general administration, including emails, calls, messages, visitors, meeting minutes, team travel and accommodation.
· Collate and analyse information, producing team brief, quarterly and annual reports.
· Maintain safety communications; organise hazardous-waste collections and transfer notes; issue Specsavers safety eyewear vouchers; and coordinate EH&S vehicle servicing and records.
· Support the lead auditor with internal and ISO 45001 audits, inspections, action tracking and evidence, and assist the wider EH&S team as required.
This list is not exhaustive, and the jobholder will be expected to undertake any duties within their capacity to meet the needs of the business.
Skills and Experience
· Relevant administration experience in an EH&S, quality, compliance or operational environment.
· Strong organisation, accuracy, communication and stakeholder-management skills, with the ability to prioritise competing tasks.
· Proficient in Microsoft 365 and experienced in coordinating meetings, training or compliance activities.
Desirable
· Experience with ISO management systems, OFBiz or similar software, and manufacturing, engineering, construction or operational environments.
· Working knowledge of risk assessments, COSHH and contractor management.
Personal Attributes and Behaviours
· Collaborative and approachable, with clear communication skills and the ability to work effectively at all levels.
· Organised, forward-thinking and dependable, demonstrating integrity and remaining calm under pressure.
Managerial and Supervisory Responsibility
· No direct reports
Relationships
Internal 
Maintain effective working relationships across the organisation and communicate information clearly and appropriately to employees, managers and senior stakeholders.
External 
External agencies including suppliers and customers.
Education and Qualifications
· GCSE (or equivalent) in English and Mathematics.
· Proficient in Microsoft Office 365 applications.
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