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Job Description: Safety & Risk Administrator
HMP Bronzefield


















































	Function:
	Safety & Risk (S&R)

	Position:  
	Safety & Risk Administrator

	Job holder:
	New role

	Date (in job since):
	n/a

	Immediate manager 
(N+1 Job title and name):
	Safety & Risk Manager 

	Additional reporting line to:
	n/a

	Position location:
	HMP Bronzefield

	

	1.  Purpose of the Job – State concisely the aim of the job.  

	
· To provide high quality administrative support to the Safety and Risk Team
· Supporting the delivery of safety and risk compliance in line with the Health & Safety Executive, Sodexo, and HMPPS safety standards. 
· The Safety & Risk Administrator will support the Safety & Risk Manager and the Fire Safety Officer in maintaining a safe custodial environment for staff, prisoners, and all visitors.





	[bookmark: _Hlk114141570]5.  2.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	
· Management of S&R document control system. 
· Preparing and producing weekly/monthly safety reporting data.
· Assist with robust record keeping of any Health and Safety issues reported by/or to the S&R Team.
· Assist with Health and Safety, and Fire audits, recording and monitoring activities to support compliance with, and effectiveness of, all health & safety procedures.
· Cascading of Health & Safety information to the Site, including supporting Toolbox talks and Safe System of Works updates.
· Support S&R training records.
· Ensure approved driver records are maintained.
· Support the Safety and Fire Safety monthly meetings.
· Support the administration of the safety reporting process.
· Manage the administration of fire safety equipment log.





	2.  3.  Context and main issues – Describe the most difficult types of problems the jobholder must face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	
· Assist with ensuring compliance with statutory obligations as prescribed by Regulatory Reform (Fire Safety) Order & H&S at work Act 1974 + Management Regulations.
· Assist with monitoring safety and fire policies, arrangements and practices.
· Assist in arranging site safety and fire inspections, exercises and drills.
· Maintain electronic records and hard copy safety & fire safety records and filing systems.



	4.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	
Risk Management
· Support reviews of risk assessments for all prison buildings and areas of activity.
· Monitor the establishment’s safety policy and fire management plan.
· Maintain accurate records of inspections, drills, and maintenance in line with audit requirements.
Safety Inspections and Maintenance
· Arrange with area owners’ routine fire safety inspections of cells, workshops, residential units, and service areas.
Training and Awareness
· Support arranging fire safety training to prison staff, including fire awareness, extinguisher use, and evacuation procedures.
· Communicate to site safety notices approved by the S&R Manager.
Compliance and Reporting
· Support compliance with HMPPS safety standards, and statutory obligations.
· Support inspections by HMPPS, HM Inspectorate of Prisons, and external regulators.





	2. 5. Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.

	Additional Information
· The role requires Security Clearance (SC) and Enhanced Vetting prior to appointment.
· Regular contact with prisoners is required in the course of duties.




	6. Job profile – Describe the qualifications (Education & experience), competencies and skills needed to succeed in the position.

	
· Proven experience in administration. 
· Excellent attention to detail and analytical ability.
· Confident working collaboratively within a team.
· High level of integrity and professionalism when operating in a secure environment.
· Strong organisational skills.
· Commitment to equality, diversity, and inclusion within the custodial setting.

Desirable:
· Experience working within similar environment.




	2. 7.  Organization chart – Indicate schematically the position of the job within the organization. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	





















Levels
	
	· 
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