WEST YORKSHIRE FIRE AND RESCUE SERVICE

JOB DESCRIPTION

POST:


Compliance Officer
SALARY GRADE:

Career Grade 5-7
LOCATION:


Property Services - Fire Service Headquarters but expected to travel to any site across West Yorkshire
RESPONSIBLE TO:

Property Manager – for day-to-day duties




Head of Estates – for H&S reports & escalations
RESPONSIBLE FOR:
Property Asset Management System 
PURPOSE OF POST:
To provide a professional service in all areas of legislative and best practice compliance relevant to the service delivery of the Property Unit – Protecting the Team, the Service, Building occupants and the reputation of the department.
MAIN DUTIES AND RESPONSIBILITIES

1 The post-holder will report direct to the Head of Estates when reporting H&S issues and shall in any event submit a report on compliance and risk matters at least quarterly.

2 Ensure Estates compliance is managed with regard to legislative and statutory requirements keeping up to date with changes applicable to policies and legislation. Ensure this is communicated appropriately within the Department and with other relevant stakeholders and ensure internal policies and procedures are up to date and satisfy statutory compliance. Develop and maintain a building inspection regime for the Department to satisfy all areas of statutory compliance and prepare and present reports as requested by the Property & Project Manager and the Head of Estates for all areas of Estates Compliance.
3 Oversee the Fire Services Asbestos Management. Ensure the Department maintain the Asbestos Register so that it is accurate and reflects any new data received. Working in conjunction with the Property Team formulate programmes for assessment of the presence and removal of Asbestos Containing Materials (ACM’s) as deemed necessary when considering proposed works, change of use or other material circumstances. Ensure Asbestos Responsibilities Awareness is maintained in the Department.
4 Perform legionella risk assessments, maintain, and manage data received to keep the Fire Services water risk assessments up to date and make recommendations for the management of any risk. Be the responsible person for the management of legionella. 
5 Provide and advisory and technical service to the Department in all areas of building and construction compliance. Review all contractor Risk Assessments and Method Statements (RAMS) and plans of work to ensure that they are in line with statutory requirements.

6 To manage the Property Asset Management System ensuring accurate and relevant data is maintained; and that management information and reports are produced in a timely manner to good effect.

7 To establish and manage a structured document management system and library (hard copy and electronic) for Property Services, comprising but not limited to standards, specifications, guides, procedures, contracts, records, drawings etc; and effectively managing retention periods; co-ordinating timely updates by document authors.
8 Maintain Department compliance processes that reflect changes in statutory and mandatory Health & Safety, construction industry and building regulations requirements.
9 To visit sites across the estate to ensure compliance with Health & Safety and Environmental requirements, issuing formal instructions for any rectification or the cessation of activities as appropriate.
10 Contribute to the compilation of industry standard specifications to ensure Health & Safety and Environmental criteria are clearly defined and incorporated into subsequent contracts and Planned Preventative Maintenance regimes.
11 Manage the verification process of on-going accreditations and insurances etc.

12 To work closely with the Occupational Health & Safety Manager to provide guidance, training, and assistance to Fire Authority staff on property related Health & Safety and Environmental matters.


13 To ensure Health & Safety standards; performing the customer responsibilities under the Construction, Design and Management Regulations (CDM) as appropriate; and for ensuring compliance by contractors and suppliers with Health & Safety, Environmental and Industry Good Practice requirements. 
14 To comply with and promote the Authority’s:
a) Health & Safety and Environmental Policies

b) Equality and Diversity Policies

c) Information Security Management System Policies

d) Safeguarding Policies

e) Business Continuity Policy and Contingency arrangements
15 To provide operational cover for the Projects Officer during periods of absence or as and when required.
16 To ensure all members staff within the property team have the correct and up to date training, accreditations, and certifications pertinent to their role and duties.
17 To carry out any other reasonable duties required by the Property and Project Manager.
PERSON SPECIFICATION

	
	Experience
	Essential/

Desirable
	Where identified

	
	
	Grade TBC
	Grade7
	

	1
	Cons   Demonstrable practical experience of compliance development, implementation and validation processes and protocols within an facilities / estates property or construction environment.
	Desirable
	Essential
	Application &

Selection Process

	2
	Operational experience of risk assessment and risk management in and estates / facilities / construction environment. 
	Desirable
	Essential
	Application & Selection Process

	3
	Experience in the interpretation and application of Health and Safety legislation for the built environment.


	Desirable
	Desirable
	Application & Selection Process

	4
	Experienced in asbestos and legionella risk management.


	Desirable
	Essential
	Application & Selection Process

	5
	Knowledge and use of Property Asset Management Systems & Databases.


	Desirable
	Essential
	Application & Selection Process


	
	Education and Training 
	Grade TBC
	Grade7
	Where identified

	6
	NEBOSH – National General Certificate or higher 

National Diploma (either in “Construction Health & Safety” or “Fire Safety & Risk Management”) or equivalent; and evidence

of practical application.
	Desirable
	Essential
	Application & Selection Process

	7
	P405 Management of Asbestos in Buildings 
	Desirable
	Essential
	Application & Selection Process

	8
	LCA 9010 Legionella responsible person and duty holder

certificate.
	Desirable
	Essential
	Application & Selection Process

	9
	Good level of literacy, numeracy, and the English language.
	Essential
	Essential
	Application & Selection Process

	10
	Membership of an appropriate professional body
	Desirable
	Desirable
	Application & Selection Process


	
	Special Knowledge and Skills
	Grade TBC
	Grade7
	Where identified

	11
	Knowledge of works and services good practice, typical working methods, materials, and relevant Health & Safety legislation.


	Desirable
	Essential
	Application & Selection Process

	12
	Confident – with well-developed interpersonal and communication skills


	Essential
	Essential
	Application & Selection Process

	13
	Results orientated – proactively managing risks and resolving problems


	Essential
	Essential
	Application & Selection Process

	14
	Ability and initiative to prioritise own workload with minimal supervision to achieve desired objectives and outcomes
	Essential
	Essential.
	Application & Selection Process

	15
	Ability to organise, multi-task and work flexibility.
	Essential
	Essential.
	Application & Selection Process

	16
	Attention to detail and assurance of data accuracy.
	Essential
	Essential
	Application & Selection Process

	17
	Ability to climb ladders and scaffolding to access site works or high-level areas for inspections.


	Essential
	Essential
	Application & Selection Process

	18
	Ability to assertively ensure work operatives follow required procedures.


	Essential
	Essential
	Application & Selection Process

	19
	Possess and maintain a current driving licence 
	Essential
	Essential
	Application & Selection Process

	20
	Ability to use a wide range of Microsoft packages including word, excel and PowerPoint.
	Essential
	Essential
	Application & Selection Process
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