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	Job Description


	Job Title:
	Health & Safety Officer – Covid Test and Trace
	Job Number:
	C6032D

	Directorate:
	Public Health
	Post Number:
	 

	Service:
	Covid 19 Test and Trace
	Grade:
	 6

	Location:
	City Centre


Job Purpose: 
Under the general direction of the Covid 19 Test and Trace  Manager:
1. Deliver a high quality Covid 19 related health and safety and infectious disease control service in a way that contributes to the achievement of the City Council’s vision and objectives for a growing and sustainable city.

2. Enforce all relevant legislation administered by the section, within approved competencies, and  educate and encourage the public and business proprietors in order to improve relevant standards.
Main Duties and Responsibilities:

1. Fulfil all appropriate health and safety  and infectious disease functions within the competency framework.. 
2. Act as a Divisional Specialist for Covid 19 related health and safety work  and provide specialist support to others within the Division, Directorate and across the City Council, as appropriate 
3. Undertake inspections in the full range of premises, as appropriate, ensuring that all relevant legislation is being complied with, taking enforcement action where necessary to ensure compliance with legislation and the protection of the public against risks to health arising for the operation of the business. 
4. Undertake the investigation of relevant incidents and , complaints, ensuring that all relevant legislation is being complied with, taking enforcement action where necessary to ensure compliance with legislation and the protection of the public against risks to health arising for the issues identified. 
5. Advise the public, traders, outside agencies, elected members and other City Council directorates on operational service issues. 
6. Prepare reports for Committee on prosecutions and relevant service activities and prepare evidence to be submitted to the Legal Services, where appropriate, attending court as necessary, giving evidence and reporting on the outcome of the hearing. 
7. Prepare written reports on statistics, outcomes of investigations and recommendations 
8. Undertake specific project work and have special responsibilities for areas of service provision, where appropriate, having regard to the competency framework. 
9. Interview alleged offenders and witnesses under PACE as required. 
10. Be proficient in the use of IT systems to ensure appropriate records and files are maintained. 
11. Contribute actively to the achievement of a good customer focused approach to service delivery within the section, participating in the development and maintenance of quality systems to ensure continuous monitoring and improvement to service quality and customer satisfaction for the service provider. 
12. Be able to work on own initiative and as part of a team, demonstrating flexibility in the approach to work as required by the service.  
13. Any other duties and responsibilities within the range of the salary grade.
The post holder must comply with Coventry City Council’s health and safety policy and in particular is required:-
· To take reasonable care for their own health and safety at work and of those who may be affected by their actions or by their omissions

· To cooperate with their line manager and senior management, to work safely, to comply with health and safety instructions and information and undertake appropriate health and safety training as required

· Not to intentionally or recklessly interfere with or misuse anything provided in the interests of health, safety and welfare

· To report to their manager any health and safety concerns, hazardous condition or defect in the health and safety arrangements.

Any further Health and Safety responsibilities relevant to this post will be set out in the offer letter and Written Statement of Particulars
The post holder must comply with the Interagency procedures of the Safeguarding Boards and  Coventry City Council’s policies for safeguarding children and safeguarding adults and in particular is required:-
· To ensure they are aware of the signs that may suggest a child or vulnerable adult is being abused or neglected

· To report to their manager, or other appropriate manager, any concerns they may have that suggest that a child or vulnerable adult may be being abused or neglected immediately

Any further Safeguarding Board responsibilities relevant to this post will be set out in the offer letter and Written Statement of Particulars
Post holders will be accountable for carrying out all duties and responsibilities with due regard to the City Council's Equality, Diversity and Inclusion Policy.

Duties which include processing of any personal data must be undertaken within the corporate data protection guidelines. 

Responsible for:
-
Responsible to:
Covid 19 Test and Trace Manager
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	Person Specification


	Job Title:
	Health & Safety Officer
	Job Number:
	C6032D

	Directorate:
	Public Health
	Post Number:
	 

	Service:
	Covid 19 Test and Trace Team
	Grade:
	 6

	Location:
	City Centre


	Area
	Description


	Knowledge:
	· Detailed knowledge of the law relating to health & safety and infectious disease control. 

	
	· Knowledge of customer care and the principles of equal opportunities in providing a food and safety function. 

	
	· Knowledge of investigative techniques and the law of evidence. 

	
	· Detailed knowledge of the process of risk assessment

	
	· Knowledge and understanding of the Police and Criminal Evidence Act as it relates to the collection of new evidence. 


	Skills and

Abilities:
	· Able to receive and record information accurately and write reports, including prosecution reports, following complaints, investigations or projects. 

	
	· Good listening skills and able to impart information and advice to businesses and consumers, clearly and sensitively, both verbally and in writing. 

	
	· Good investigation and negotiation skills 

	
	· Able to apply knowledge in an operational context 

	
	· Able to monitor activities and take appropriate enforcement action 

	
	· Able to establish sound working relationships with businesses and the public. 

	
	· Able to visit premises; inspect and audit systems and procedures, examine, test and sample items and interpret results of analysis. 

	
	· Project management skills 

	
	· Be proficient in the use of IT packages 

	
	· Able to demonstrate a flexible approach to work patterns and systems, work effectively as part of a team and on own initiative. 


	Experience:
	· Prioritising workloads and meeting deadlines 

	
	· Investigative work

	
	· Demonstrable practical experience in health & safety and  infectious disease control in the public or private sector. 

	
	· Experience of using computer databases, and Microsoft packages such as powerpoint, excel, word and outlook 

	
	· Experience of interviewing alleged offenders in accordance with the codes of practice of the Police and Criminal Evidence Act. 


	Educational:
	Relevant degree level qualification or equivalent work experience 

	
	


	Special Requirements:
	· May be required to work outside office hours
· May be required to travel in the course of duties

· Willingness to undertake any necessary formal training
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