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POSITION DESCRIPTION 
 
Effective Date: November 2018 

 

Position Title Health & Safety Administrator 

Reporting To Health & Safety Business Partner 

Directorate People & Safety 

Location Dunedin 

 
 

Our Organisational Values and Behaviours 
 

Caring 
We take great care 

in all we do 

Collaborative 
Great 

relationships 
enabling great 

outcomes 

Accountable 
Deliver on our 

promises 

 

Trustworthy 
We do what we 

say we’ll do 

 

Creative 
Seeking better 
ways of doing 

things 

Open & 

Honest 
Encouraging 

openness and 
honesty 

▪ Taking due care 
▪ Using resources 

appropriately 
▪ Kaitiakitanga 
▪ Responsiveness 

▪ Common 
vision 

▪ Sharing 
knowledge and 
resources 

▪ Partnerships 
with common 
goals 

▪ Team work 

▪ Having honest 
conversations 

▪ Doing the right 
thing  

▪ Trustworthiness 

▪ Ownership 

▪ Speaking with 
courage 

▪ Acting ethically 
and with mana 

▪ Following up 

▪ Enabling great 

outcomes for 

all 

▪ Challenging 
the ‘status quo’ 

▪ Continuous 
improvement 

▪ Creative 
problem 
solving 

▪ Understanding 

the ‘why’ 

▪ Speaking up 
▪ Being 

approachable 
▪ Speaking with 

integrity 

▪ Inviting 

differing points 

of view 

 

Purpose 

The purpose of this position is to: 

- assist the Health & Safety Business Partner by providing timely, accurate and effective administrative 

support, and 

- assist ORC demonstrably meet its obligations under all Health & Safety legislation, corporate policies 

& procedures, and 

- create & maintain H&S systems & processes that record all H&S activities and provide effective 

reports. 

 

Results Area Activities Expected Outcome 

 
Reporting 

 

 

Administer and encourage H&S 

reporting and assist in preparing 

meaningful reporting. 

 

Coach others to understand the 

importance of reporting, and to 

report H&S incidents and activities. 

 

Ensure H&S information received is 

accurately recorded and/or 

escalated to the H&S Business 

Partner as appropriate. 

 

 

• H&S data is captured, and 

accurately recorded in a 

helpful & constructive manner. 

• All reports are filed in Objective 

in a logical and intuitive 

manner. 
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Prepare H&S reports in a timely, 

accurate, and professional manner. 

 

 

 

Health and Safety 

Documentation 

 

Assist in drafting H&S documents 

including SOPs, JSA and policies. 

 

Undertake research to ensure all 

documents are well-informed and 

legally complaint. 

 

Prepare “plain English” helpful 

documents, in consultation with the 

H&S Business Partner. 

 

Ensure all ORC H&S documents 

are up-to-date and comply with 

legislative requirements. 

 

Implement and maintain a H&S 

document control and review 

system. 

• All H&S documents are fit for 

purpose, and serve a 

demonstrable purpose (no 

“window dressing”). 

 

• Document control and review 

system is robust; all 

documents align to legislation 

and ORC requirements. 
 
 

 

Contractor Management 

 

Review and provide constructive 

feedback on H&S documents 

submitted by contractors and other 

third parties. 

 

Review H&S documentation 

provided to ORC. 

 

Assist contractors in their 

applications to be ORC H&S 

approved, and with other H&S 

documents requested by ORC. 

 

• Contractors and ORC workers 

understand and comply with 

Contractor H&S policies and 

procedures. 

 

Personal Protective 

Equipment (PPE) 

 
Develop and administer the PPE 

system, including ordering, issuing, 

and maintaining records of PPE 

required (both per role and for “one 

off” jobs). 

 

Develop a sound understanding of 

ORC PPE requirements and 

associated risk assessments. 

 

Coach others in the optimal choice 

and use of PPE. 

 

Maintain an accurate record of PPE 

issued, and any expiry dates (such 

as with hard hats). 

 

• All ORC workers are provided 

with, use and care for, suitable 

PPE. 

Learning and 

Development 

 

Develop and maintain a L&D 

system to include identifying 

• All ORC workers are given 

reasonable opportunities to 

attend meaningful H&S 
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training, licences & qualifications 

required for roles; and a gap 

analysis. This includes first aid. 

 

Develop a sound understanding of 

ORC H&S learning & development 

requirements and associated risk 

assessments. 

 

Ensure ORC maintains a central 

data base of all PPE requirements, 

issues, costs, and replacements 

and expiry dates. 

 

training, and (where 

appropriate) to gain 

qualifications relevant to their 

roles. 

• All L&S is accurately recorded 

and filed in an accessible and 

intuitive manner, in Objective. 

• A, effective training “reminder” 

system is implemented. 

 

Health and Safety Training 

 

 

Arrange courses and training - 

utilising internal 

expertise/experience where 

possible. Collating course 

feedback, Maintain a library of 

course materials. 

 

Book courses, travel, 

accommodation, and catering as 

appropriate, and as agreed with the 

H&S Business Partner. 

 

Maintain an accessible library of 

L&D materials, including course 

materials provided by contractors. 

• All H&S courses run smoothly, 

and in the most cost-effective 

manner. 

 

Administration 

 

Act as administrator and minute-

taker for the H&S Committee. 

 

Ensure meetings are well-

arranged, that attendees are invited 

in good time, and that a clear 

agenda is prepared and circulated 

in good time. 

 

Ensure minutes are accurate, 

agreed and promulgated in a timely 

manner. 

 

• All H&S meetings run 

smoothly. 

• Concise agenda and minutes 

are prepared and filed in an 

accessible and intuitive 

manner, in Objective. 

 

 

Projects 

 

 

Assist the H&S Business Partner 

with ad hoc projects from time to 

time. 

• Projects are planned, carried 

out and recorded in a 

professional manner. 

 

Other Duties 
 

Act as a ‘back-up’ for the People 
and Safety assistant where 
needed.  

 

Contribute to the flexibility, agility 
and adaptability of your team and 
the wider Organisation, by 

 

• You respond positively to 
requests for assistance in own 
and other areas, demonstrating 
adaptability and willingness.  
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undertaking duties from time to 
time that may be in addition to 
those outlined above but which fall 
within your capabilities and 
experience.   

 

Act as a role model for the Otago 

Regional Council in all that you do. 

• You produce work that complies 
with ORC processes and reflects 
best practice. 

 

• Where you are unsure, questions 
are asked to ensure policy and 
best practice is maintained.  

 

• Maintain the reputation of the 
ORC in all that we do.  

 

Professional and Career 

Development 

 

Identify, in conjunction with your 

manager, areas for both personal 

and professional development, in 

line with your career development 

plan.  

 

• Training and development goals 
are identified/agreed with your 
manager. 

 

• Performance objectives reviewed 
annually with your manager. 

 

• You actively seek feedback and 
accept constructive criticism. 

 

• A minimum of two performance 
related meetings [outside of the 
formal review process] annually.  

 

Health & Safety 

 

Always have the wellbeing of self 

and others as a priority. 

 

Champion, support, implement and 

adhere to H&S policies and 

procedures. 

 

Champion a culture that supports 

and maintains ‘Doing Safety 

Differently’, (the well-being of all 

ORC employees, and all those that 

we work with) environmental and 

sustainability practice and 

management. 

 

Promote a safe and 

environmentally sound working 

environment and a culture of safe 

and responsible behaviours and 

attitudes.  

 

Report all risks identified, and 

contribute to their elimination or 

minimisation. 

 

Actively contribute to H&S 

initiatives. 

 

• H&S policies and practices and 
other related policy and initiatives 
are complied with. 

 

• Works in a safe manner at all times 
to avoid harm to self and others. 

 

• All incidents, accidents and near 
misses are promptly reported. 

 

• All risks effectively managed and 
no outstanding compliance issues. 

 

• There are no preventable work-
related injuries and/or incidents. 

 

• Appropriate PPE gear is worn as 
required by ORC/legislative policy. 

 

 

Relationships 

▪ The Health & Safety Business Partner 
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▪ The People & Safety team. 

▪ All ORC employees. 

▪ H&S representatives. 

▪ H&S Committee members. 

▪ External contractors. 

▪ H&S regulatory bodies such as WorkSafe. 

 

Person Specification 

The expertise and competencies required for a person reach full competency in the role.   

 Essential Desirable 

Education, and 
qualifications (or equivalent 
level of learning) 

• Clean drivers licence (class 1) 

• Qualification in H&S and/or 
equivalent level of experience 

 
 

• A tertiary qualification in H&S 

• First aid certificate and unit 
standards. 

Experience • Hands-on health & safety 

• Working in a fast-moving, 
sometimes demanding 
environment – juggling competing 
priorities. 

• Preparing agenda and minutes. 

• Excellent communication skills. 

• Experience in the MS Office suite, 
including polished excel skills. 

• Experience at a senior level in 
office administration 

 

• Prior work experience in a 
Health & Safety role (such as 
H&S Advisor) is desirable but 
not essential 

• Preparing health & safety 
documentation 

• Customer service experience 

Knowledge and Skills  • Strong organisational skills and 
processes. 

• Excellent attention to detail. 

• Fast learner. 

• Preparing engaging and 
innovative power point 
presentations 

• Good writing skills – including 
grammar and punctuation. 
 

• Sound research and 
analytical skills. 

Personal Qualities • Can build effective relationships with all levels of the organisation. 

• Self-managed and can take the initiative. 

• Happy to learn and take detailed instruction: this is essential in work 
involving legal compliance. 

• A positive outlook and persona as health & safety requires a resilient, 
determined approach. 

• Physically fit and healthy as some outdoor work will be required, such 
as site audits. 

• A strong customer focus including the ability to develop solutions that 
provide ‘value for money’.  

 

From time to time it may be necessary to consider changes to the position description in response to the 
changing nature of our work environment and business needs. 

 
 
 


