[bookmark: Title:___Payroll_Officer_(.5_FTE)][bookmark: _GoBack][bookmark: Position_Number:_FX00]Title:			Senior Workplace Health and Safety Adviser 
Position Number: 		PC200
[bookmark: Level:___ToC_7]Level:		ToC Level 9
[bookmark: Department:_Corporate_and_Community_Serv]Department:		Office of CEO
1. [bookmark: 1._Position_Objectives]Position Objectives
· To provide advice and partner with key stakeholders to ensure the Town of Cottesloe is a safe and healthy workplace and is compliant with workplace health and safety legislation in how it conducts its services and operations.

2. [bookmark: 2._Key_Responsibilities]Key Responsibilities
2.1 
· Partner with Manager People and Culture to ensure priorities are planned and delivered in a strategic workplace health and safety plan for Town of Cottesloe.
· Review and continuously improve the WHS operating system (policies, procedures, programs, trainings, etc.).
· Establish / Manage the Workplace Health and Safety Committee meetings to ensure are compliant and aligned to Vision and Strategic Plans.
· Provide advice, support and mentoring to the Workplace Health and Safety Representatives including supporting them with regular workplace inspections and various initiatives. 
· Provide advice and support to key stakeholders to ensure Engineering projects, outdoor operations and community events are compliant with WHS legislation.
· Partner with Manager People and Culture to develop and continuously improve a workplace culture of health and safety.
· Manage all incident and hazard reporting to ensure investigations are well performed with satisfactory outcomes. 
· Assist ToC in the management of workers compensation cases and provide support to Managers to ensure the effective return to work for any work injury.
· Provide advice to Manager People and Culture for reportable incidents and injuries.
· Provide advice to enable ToC to eliminate psychosocial hazards and incidents. 
· Other reasonable duties as directed.
2.2 [bookmark: 2.2____Compliance_&_Reporting][bookmark: 2.3____Employee_Support_&_Queries]Workplace Health and Safety
· Demonstrate personal responsibility towards proactively ensuring both a physically and psychologically safe work environment for all;
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· Commitment to and application of Town Policies relating to Equal Employment Opportunity and Workplace Health and Safety; and
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· Timely and accurate reporting unsafe work conditions and/or incidents.
2.3 Personal Accountability
· Ability to work autonomously under limited supervision, effectively prioritise competing tasks, and consistently meet deadlines;
· Active participation, professional cooperation and collaboration with internal and external stakeholders; and
· Adherence to and demonstration of the values and behaviours as defined in the Town of Cottesloe Code of Conduct for Employees (2021).
3. [bookmark: 3.__Organisational_Relationships]Organisational Relationships
[bookmark: Reports_to:__Finance_Manager]Reports to:
Manager People and Culture
Internal Stakeholders:
CEO, Directors, Managers and all employees
WHS Representatives
[bookmark: External_Stakeholders:]External Stakeholders:
[bookmark: Superannuation_Providers]Community, External Contractors
DMIRS
4. [bookmark: 4.__Extent_of_Authority]Extent of Authority
5. [bookmark: 5._Selection_Criteria]Selection Criteria
5.1 [bookmark: 5.1_Essential]Essential
· Qualifications (or equivalent experience) in Workplace Health and Safety.
· Significant experience providing advice and collaborating with managers to ensure workplace health and safety across business operations.
· Practical experience in presenting at Tool Box meetings with outside workers (or equivalent).
· Demonstrated initiative in developing workplace culture.
· Demonstrated wisdom and strategic thinking to identify and address WHS issues and priorities.
· Demonstrated ability to effectively manage key stakeholder relationships to achieve desired outcome.
 
5.2 [bookmark: 5.2_Desirable]Desirable
· Experience in the Local Government sector.

5.3 Appointment Criteria
· Current National Police Clearance (or a willingness to complete within six months);
· Pre-employment Medical Clearance; and
· Evidence of Australian working rights.

6. [bookmark: 6.__Employment_Conditions_and_Relevant_L]Employment Conditions and Relevant Legislation
· Town of Cottesloe Industrial Agreement 2024; and
· Town of Cottesloe Code of Conduct.
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