Job Description
	Job Title Compliance Technical Support Officer


	Job number


	Grade: P1



Overall purpose of the job
This position manages Cambridgeshire County Council’s Statutory responsibilities for it buildings / sites, in terms of Legionella management. This includes, but not limited to, the management of the Legionella contract, which has three Lots, Monitoring, risk assessment and remedial works, and managing the budget. 
The position will support the Fire safety advisor in the management of fire safety in the councils building / sites this includes, but not limited to, attending meeting, advising other teams / departments on fire safety, providing fire safety training, and assisting in managing the FRA programme.

The position will support / assist the head of compliance in the management of asbestos throughout the Cambridgeshire building portfolio. Including managing the school’s reinspection and management plan project. Reviewing the councils 5C’s and hazards register system on all council’s sites including educational sites. Managing asbestos contractors in relation to management surveys, R&D surveys, encapsulations, and removals. Complete asbestos inspections and keep the asbestos register up to date. 
Additionally the position will complete security reviews and risk assessment on request from sites and schools.    
Main accountabilities
Please list the accountabilities in descending order of priority.  Please include 6-9 accountabilities.  
	
	Main accountabilities

	1. 
	Service Delivery

Advice and Guidance

Review, develop and facilitate the development of policies, guidance, procedures and other tools to assist the organisation in the implementation of premises-related compliance, health & safety and security strategies, plans and policies.

Contribute to the provision of a competent client focussed compliance, health & safety and security advisory service across the organisation to secure compliance with the Council’s Health and Safety Policy and Safety Management System, Corporate Security Policies, legal requirements and best practice standards.

Legionella management. This includes, but not limited to, the management of the Legionella contract, which has three Lots, Monitoring, risk assessment and remedial works, and managing the budget.
Management of asbestos throughout the Cambridgeshire building portfolio. Including managing the school’s reinspection and management plan project. Reviewing the councils 5C’s and hazards register system on all council’s sites including educational sites. Managing asbestos contractors in relation to management surveys, R&D surveys, encapsulations, and removals. Complete asbestos inspections, and keep the asbestos register up to date. 

Support the Fire safety advisor in the management of fire safety in the councils building / sites this includes, but not limited to, attending meeting, advising other teams / departments on fire safety, providing fire safety training, and assisting in managing the FRA program. 
Carry out security risk assessments and advise managers on recommended security measures and procedures. 

Support and advise the lead Directors on property compliance and security. 
Design, develop and deliver, by agreement with the Compliance Manager, property-related health and safety and security training, briefings and presentations to enable the Council to ensure that managers and workers have the necessary competence to fulfil their health and safety responsibilities.

Consult with and coordinate activities, as necessary, with other members of the Compliance Team to ensure that service users are competently supported and advised and that services are provided in a timely manner.

Create, develop and maintain effective working relationships with other Services in order to assist them in the promotion and application of property health and safety and security requirements within their working environments.
Manage and audit the control of contractors system (5cs) to ensure compliance with the Health and safety at Work Act (1974).

Monitoring Compliance

Monitor and review premises-related health and safety and security performance through audits, inspections, site visits, incident investigations etc.

Oversee and monitor the County’s Asbestos Management database to ensure that it remains up to date and that information is available and is provided to duty holders and partners.

Report significant findings from monitoring activities to relevant managers and, where relevant, other members of the Compliance Team so that matters requiring remedial actions can be identified and implemented.

Contract Management

Monitor the performance of appropriate suppliers in relation to asbestos, Legionella and fire safety management to ensure compliance with the contract specifications and Service Level Agreements including budget management and that issues are effectively resolved / escalated as appropriate.


	2. 
	People Management

Support the management and direct the work of the Compliance Officer ensuring appropriate processes are in place for recruiting, developing and appraising this report.



	3. 
	Maintaining Professional Competence

Maintain competences so that knowledge of premises-related health and safety and security management, systems and workplace environments remains suitable and sufficient for the provision of effective and timely advice and guidance. 

Identify and research relevant best practice and legal requirements to ensure that relevant professional knowledge is developed.



	4. 
	Performance Management

Support the Compliance Manager to measure relevant aspects of property health and safety and security performance throughout the organisation by collating, recording, processing and presenting data in accordance with statutory (e.g. Trades Union Consultative Groups) and service requirements (e.g. for presentation at Strategic and Service Health and Safety Coordinating Groups and relevant sub-groups e.g. Property Risk Group).

Review and monitor the implementation of property and security aspects of Service Health and Safety Action Plans and advise relevant Service Health and Safety Coordinators so that relevant actions can be put in place to achieve the delivery of those plans.


	5. 
	Incident Investigation

Monitor and review property and security-related reports of incidents, occupational diseases, dangerous occurrences and “near misses” so that appropriate investigations may be carried out and, in appropriate circumstances, the relevant enforcing authorities can be notified.



	6. 
	Partnership

Work collaboratively with other teams and services located within Resources Directorate identify and address areas of common concern / interest.

Work in partnership with internal and external organisations, particularly People and Communities, People and Environment, External Clients and Construction partners as directed by the Compliance Manager to develop an integrated and multi-agency approach to property-related health and safety and security management.

Identify and/or develop relationships with key stakeholders or partners in the interests of furthering and promoting the business of the team and the Council’s approach to health and safety and security management.


	7. 
	Project Management

Manage and monitor works on asbestos-containing materials undertaken for or on behalf of the Council including Schools

Undertake appropriate health and safety and security projects as directed by the Compliance Manager according to agreed parameters, adhering to corporate project management methodologies, standards and procedures.



	8. 
	Commercial Management
To support the Compliance Manager in management of external clients and securing future commercial opportunities to support income generation.


	9. 
	General Management
To support the Head of Property when required and deputise for the Compliance Manager when required.


	10.


	To demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.  


Safeguarding commitment (Include for roles involving work with children/vulnerable adults)
We are committed to safeguarding and promoting the welfare of children and young people/vulnerable adults.  We require you to understand and demonstrate this commitment.

Person Specification
Qualifications, knowledge, skills and experience
Minimum level of qualifications required for this job
	Qualifications Required
	Subject
	Essential/
Desirable

	NEBOSH General Health and Safety Certificate or equivalent
	Health and safety Knowledge
	Essential

	NEBOSH Construction
	Management of Property related compliance
	Desirable

	BOHS P402 (Asbestos Surveying) and BOHA (asbestos Management)
	Management of Asbestos
	Essential

	BOHS P901 (Legionella management in hot and cold water systems)
	Management of Legionella
	Essential


Minimum levels of knowledge, skills and experience required for this job
	Identify 
	Describe
	Essential/

Desirable

	Knowledge
	
	

	Fire Safety
	A comprehensive knowledge of the Fire Safety Reform Order
	Essential

	Accessibility
	A comprehensive knowledge of the Equality Act (2010)
	Desirable

	Property Health and Safety
	A comprehensive knowledge of Property Health and Safety
	Essential

	Security Management including Safeguarding in Schools and investigation.
	A comprehensive knowledge of corporate security including prevention, CCTV and Investigation. A knowledge of the requirements to protect Children and vulnerable adults.
	Desirable

	Skills
	
	

	Experience of management
	To demonstrate experience of team management.
	Desirable

	Experience of Budget Management
	To demonstrate experience of budget management.
	Desirable

	A knowledge of the external commercial market.
	To support the Compliance Manager to develop and manage an external commercial section to promote the Cambridgeshire County Council ethos of self-funding.
	Desirable

	Project Management
	To demonstrate project management skills for Property Health and Safety plus Security.
	Essential 

	Experience
	Give an idea of the type and level of experience required do not specify years of experience.  
	

	Property Health and Safety

	A high level of experience in the management of Property Health and Safety to ensure statutory compliance.
	Essential

	People management and budget management
	Experience of Staff supervision and management plus budget management.
	Essential

	Equal opportunities
	Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs
	Essential

	Safeguarding (include for roles working with children/vulnerable adults)
	Demonstrate an understanding of the safe working practices that apply to this role. 
	Essential

	
	Ability to work in a way that promotes the safety and well-being of children and young people/vulnerable adults.  
	Essential


Disclosure level
	What disclosure level is required for this post?
	None
	Standard

	
	Enhanced
	Enhanced with barred list checks


Work type

	What work type does this role fit into? (tick one box that reflects the main work type, the default workers type is flexible)
	Fixed

	Flexible

	Field
	Home
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