Job description

	Job title:  SHEQ Coordinator 
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	Department: Communities, Environment & Resident Services 
Service: SHEQ Services 
Post reference number: 
Job Evaluation Id: 

	

	1. Job purpose
To ensure effective governance, assurance and compliance in the management of, health, safety, environmental, and quality applicable to Resident Services.


	

	2. Principal duties and responsibilities
1. To coordinate the overall governance monitoring of the division providing robust check and challenge to service managers, Heads of Service and the Strategic Director of Resident Services. 
2. To provide advice to the service areas on governance processes including monitoring, compliance, assurance and project management.
3. To assist in maintaining certification to ISO 45001, ISO 14001 for all operational services under scope within the directorate, ensuring an environment of continuous improvement is maintained.
4. To lead in the provision, delivery and management of SHEQ, Union activities, governance and senior leadership meetings on behalf of the Strategic Director of Resident Services and associated Heads of Service.
5. To prepare and maintain records relating to  Resident Services overarching governance arrangements for all service areas under scope.
6. To monitor, evaluate, update or develop risk assessments, policies and procedures for all activities undertaken by the division.
7. To work with the divisional management team in establishing, managing and maintaining relationships with internal and external stakeholders. 
8. On behalf of the SLT provide check and challenge to ensure the reporting, monitoring, analysis of divisional key performance indicators and performance reporting. 
9. To support in the investigation of accidents, near misses, dangerous occurrences, violent incidents, disciplinaries, capability and ill health. 
10. To undertake ad-hoc projects from time to time in support of the division’s core objectives and business plan initiatives. 
11.  To undertake any other duties in line with your grade and capabilities, as required.


	

	3. All staff are expected to maintain high standards of customer care in the context of the City Council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	


	

	5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer; the responsibility level of any other duties should not exceed those outlined above.

	

	6. Numbers and grades of any staff supervised by the post holder: None

	

	7. Post holder’s immediate supervisor:  SHEQ Lead

	

	Prepared by/author: Jenny Knight 

Date: 06/10/2026

	Job title: Divisional SHEQ Manager 


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.
Signature:







Date:


Person specification
	Job title:  SHEQ Coordinator



	Department: Communities, Environment & Resident Services
Service: SHEQ Services 
Post reference number: 
Job Evaluation Id:

	

	Areas of 

responsibility
	Requirements
	Measurement
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	Knowledge and Experience
	In possession of a H&S qualification L3 or equivalent

Experience of delivering training / presentations to all levels of the organisation which is clearly understandable by the audience

A knowledge, understanding and awareness of Construction Design Management (CDM 2015) regulations and associated health and safety legislation and its application.
Knowledge of ISO 45001 & ISO 14001 and experience of auditing against these standards.

A knowledge, understanding and awareness of health, safety and environmental legislation and current best practises.

Knowledge of modern technology within an office environment including the internet, office software packages, email and office machinery.
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	Skills/abilities - interpersonal
	To be able to communicate effectively and appropriately at all levels, both face to face and in writing.

Highly motivated, with an ability to quickly adapt to new techniques and changing customer needs and demands.

Enthusiasm to stimulate individual and team development.
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	Skills/abilities - other
	Ability to react to new and/or changing health and safety legislation/regulations and their possible effect on operational activities.

Ability to maintain effective and efficient administrative systems.

Ability to prioritise work and work under pressure and with minimum supervision.
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	Experience
	An appropriate level of experience of health and safety management.

Experience in the development and implementation of health and safety policies and procedures.

Experience of dealing with senior internal/external customers.
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	Work to promote mutual respect and good relations
	An understanding of the City Council’s Equality and Diversity Policy, a commitment to its implementation and application in employment and service delivery.
	
	(
	
	(
	

	Work Related Circumstances
	Willingness to comply with the City Council’s non-smoking policy.

Possession of full driving licence, access to a vehicle and willingness to travel both inside and outside the council area as required.
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	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author: Jenny Knight 

Date: 06/10/2026

	Job title: Divisional SHEQ Manager


4. All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered, and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 








