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	Job Title:
	H&S Co-ordinator

	Department:
	H&S

	Reports To:
	Regional HSEQ Manager

	Location:
	Aberdeen Office



	Key Objectives:

	The role is responsible for coordinating Health & Safety activities, maintaining compliance documentation, monitoring HSE performance, and promoting a positive safety culture across the business unit.


	Key Responsibilities 

	  Participate in the onboarding and induction process for new employees. 
  Compile and distribute HSE performance reports and KPI data. 
  Collate, analyse, and trend Hazard Observation data. 
  Provide basic guidance and coaching on HSE matters relevant to the business area. 
  Assist with the preparation of monthly, quarterly, and annual HSE reports. 
  Promote workforce engagement in HSE initiatives and programmes. 
  Support the delivery of safety campaigns, toolbox talks, and awareness programmes. 
  Encourage the reporting of hazards, near misses, and opportunities for improvement. 
  Support actions required for the successful implementation of local and regional HSE improvement plans. 
  Act as a visible and professional HSEQ representative, promoting a positive safety culture at all times. 
  Support the organisation's Emergency Response processes and arrangements. 
  Assist with other HSEQ-related activities as required.



	Skills & Attributes 

	  Excellent attention to detail. 
  Strong communication and interpersonal skills. 
  Ability to manage multiple priorities and meet deadlines. 
  Strong analytical and problem-solving skills. 
  Effective record-keeping and reporting capabilities. 
  Proactive, professional, and collaborative approach to work. 
  Previous experience within an HSE, Safety, Compliance, or related role would be advantageous. 
  Strong administrative and organisational skills. 
  Proficient in Microsoft Office applications, particularly Excel, Word, and PowerPoint. 
  Demonstrates a willingness to learn and develop within a Health, Safety, Environment, function.
 This position offers an excellent opportunity for someone looking to take the first step in a Health & Safety career. The role provides hands-on learning, professional development, and exposure to a broad range of HSE activities. Previous experience in an HSE, Safety, Compliance, administrative, or operational support role would be advantageous but is not essential.





	Liaises With:
	Responsible For:

	
· Regional HSEQ Manager
· Operations teams
· Site Supervisors
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