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Position Description – Health & Safety coordinator 
	Position
	Health & Safety Co-ordinator

	Report to
	Health & Safety Manager

	Business Unit
	Shared Services  

	Location
	Christchurch


Position scope and purpose
To coordinate and enable overall health and safety compliance on any of Calder Stewart sites as/when required.
	key responsibilities
	key results

	Health, Safety & Environmental requirements are addressed in all operations and project planning.
	All work is carried out in a safe manner and in accordance with company HSE policies.
Throughout the workday HSE practice is observed and action taken if practices are unsafe.
Effectively contributes to the implementation of HSE policies and procedures.
Complies with HSE policies, procedures and guidelines.
Reports all H&S and Environmental risks and incidents.
Completes HSE Risk Identification and Assessments.
Participates and engage with the organisation’s Management System.
Collaborates and implement Improvement suggestions in your area of responsibility. 
Participates in emergency response training and practice drills.
Participates in HSE Meeting where required.
Participates in Staff Meetings if requested.
Uses authority to stop any unsafe act.


	Carry out on-site observations to verify that all construction activities are carried out in a safe manner. 
	All on-site activities are carried out in accordance with HS Policies, JSA’s and procedures (E.g., SOPs).

	Maintain site specific HS documentation. 
	All HS site specific documentation is current and up to date.

	Co-ordinate Sign-on-Site and Inductions.
	All visitors are signed in and inducted. 

	Induct staff, contractors, and visitors to site in accordance with the required specifications.

	Detailed records of all site personnel and visitors are maintained and can be presented for audit purposes. Briefing is current and up to date.

	Ensure all PPE is ordered in a timely manner and staff, contractors and visitors are wearing appropriate PPE on site at all times. 
	PPE is kept available on site and well maintained.

	Undertake HS Audits. 
	At least one Critical Risk Audit is undertaken per week.
At least one HS Audit is undertaken per week.

	Ensure accidents, incidents and near misses are reported in a timely manner and request accident/incident reports from contractors.
	Accident/incident investigations and done and appropriate action is taken.

	Review and approve permits as required.
Verify that JSAs are in place.

	Permits and JSA’s are appropriate and daily in field verification on the work carried out is in line with the identified controls.

	

	

	Contractor Management
	Each of the below is reviewed: 
SSSPs
JSAs
Training Records
Hazardous Chemical Substance Register.

	Facilitate toolbox meetings and ensure discussions are documented and actioned where applicable. 

	Meeting minutes are distributed in a timely manner to all relevant staff and contractors.

	Maintain the Hazardous Chemical Substance Register. 
	All appropriate Safety Data Sheets (SDSs) are available on site.

	Support the HS Advisor in their role where required. 
	


Undertake any other duties as may be reasonably requested by Calder Stewart management from time to time.

key Relationships
	Internal
	External

	Business Unit Managers
	ACC

	All CSSSL operational staff
	Clients 

	HS Team
Managers 
	Training Organisations
WorkSafe




Person Specifications
	Essential
	Desirable

	Proven organisational and time management skills, including the ability to manage conflicting priorities.
	Basic HS training. 
Previous experience in an administrative environment.

	Demonstrated ability to work unsupervised. 
	

	Excellent communication skills, including the ability to communicate with a wide range of people both verbally and written.
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CalderStewart

Driven by a common purpose

Our purpose

To Build a Strong

Future —-for our people, our
customers and the communities we
live and work in.

Our vision

To be New Zealand's property and
build partner of choice.

Built on collaboration

We have generations of proven experience on our team and we're driven by
acommon set of values in ‘Find a Way’, ‘Play Fair’, ‘Be Loyal’ and ‘Own It".

FI ND We are open minded and

continually work together to

A WAY. solve day to day challenges,

identifying new opportunities
for the future.

We take ownership of our
wellbeing, our work and the work

of our team.

‘BUILD A STRONG
FUTURE.




