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Hawke’s Bay 

District Health Board 
Position Profile / Terms & Conditions 

 

 

Position holder (title) Health & Safety Coordinator 

Reports to (title) Health & Safety Manager 

Department / Service People & Quality 

Purpose of the position 

 To organise, consolidate, coordinate, and maintain health and safety information systems 
so that a consistent approach to health and safety reporting is achieved throughout the 
organisation. 

 To work with the H&S Manager to develop and implement an organisation-wide 
contractor management strategy 

 To maintain and update the H&S page and all related documentation in the Hub so that it 
reflects best practice according to WorkSafe guidelines 

 
Working Relationships 
 

Internal External 

 Service Directorates 
 Clinical Nurse Managers and Team Leaders 
 HBDHB employees 
 Quality Improvement & Patient Safety 
 Emergency Response  
 Facilities  
 Corporate Services 
 Occupational Health - CNS/Physiotherapist 
 Health & Safety Committee 
 Health and Safety Champions 

 WorkSafe  
 ACC 
 Other DHBs 
 Product suppliers 
 Standards NZ 

 

 
Dimensions 

Expenditure & budget / forecast for which 
accountable 

N/A 

Number of staff reports 0 

Delegations & Decision N/A 
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Key Accountabilities 
 

HEALTH AND SAFETY OPERATIONS  

 
Tasks (how it is achieved): 
 
To organise, consolidate, coordinate, and maintain health and safety 
information systems so that a consistent approach to health and safety 
reporting is achieved throughout the organisation; this includes but is 
not limited to ensuring that accessibility to said systems is achieved 
 
To work with the H&S Manager to develop and implement an 
organisation-wide contractor management strategy; this will include but 
not be limited to due diligence as well as the practical elements of 
contractor management such as access, inductions, competency 
tracking, and the permit-to-work system 
 
To maintain and update the H&S page and all related H&S 
documentation1 in the Hub so that it reflects best practice according to 
WorkSafe guidelines; this includes but is not limited to making all 
documentation accessible and readible by the target groups 
 
Report on progress to the H&S Committee regularly 
 
First responder to requests for information relating to: 

› writing of Safe Systems of Work (SSOWs) 
› inspection and monitoring 
› risk assessment of new equipment &/or modified 

equipment, &/or processes 
 
Provide administration support to the management of the H&S 
Committee  

 
How it will be measured (KPI): 
 
Up-to-date, timely, and consistent reports are 
available for EMT/Board/FRAC and H&S committee 
as required 
 
Information is maintained and accessible 
 
Information management reflects WorkSafe 
guidelines 
 
 
 
  

  

                                                 
1 Health and safety policies, procedures, SSOWs, permits, RFP templates, letter heads, forms and so on 
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HEALTH AND SAFETY compliance 

 
Tasks (how it is achieved): 
Support the the health and safety management system to ensure that 
the HBDHB meets its duty of care under the HSWA 2015 and other 
related Law and Regulations  
 
Registers are updated/improved to evidence how the DHB meets its 
duties under the HSWA 
 
Maintenance of current H&S resources/documentation/document 
control 
 

 
How it will be measured (KPI): 
 
All registers current & complete 
 
All stakeholders understand their obligations arising 
from the registers 
 
Compliance is tracked and reported upon  

 

HEALTH AND SAFETY RISK MONITORING 

 
Tasks (how it is achieved): 
 
Setting up central registers for annual related legislation reviews, 
certification/licensing /testing/calibration of equipment/monitoring, and 
training refresher implementation 
 
Communication about progress advised on H&S page in the Hub 
 

 
How it will be measured (KPI): 
 
Health and safety risks and mitgations identifed, 
recorded and reported.  
 
Reports developed to monitor compliance with key 
aspects of health and safety. 
 
Register for legal compliance is completed and 
published. Reviewed periodically 

 

ENGAGEMENT WITH KEY STAKEHOLDERS (INTERNAL & EXTERNAL) 

 
Tasks (how it is achieved): 
 
Managers and other staff receive appropriate advice and support to 
create good health and safety culture 
 
Provide assistance on health & safety issues to managers and other staff. 
 
Develop and maintain effective communication with staff and external 
organisations. 
 
 

 
How it will be measured (KPI): 
 
Appropriate advice/support provided  
 
Evidence of assistance and advice provided on health 
and safety matters. 
 
Clear communication maintained with staff and 
external organisations. 
 

 

PROFESSIONAL DEVELOPMENT 

 
Tasks (how it is achieved): 
 
Knowledge of relevant legislation with specific knowledge of the 
provisions of the Health and Safety at Work Act 2015 and associated 
Regulations and Approved Codes of Practice and Standards is 
maintained and updated. 
 
Perform such other duties as reasonably required by the manager in 
accordance with the conditions of the position. 

 
How it will be measured (KPI): 
 
Maintains and / or extends knowledge and skill base 
of relevant legislation. 
 
Attendance at education and training is evidenced. 
Performance review is completed annually. 
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HEALTH & SAFETY 

 
Tasks (how it is achieved): 
 
Ensures own and others safety at all times. 
 

 Complies with policies, procedures and safe systems of work. 

 Ensures that your actions or omissions, do not adversely affect the 
health and safety of other persons 

 Complies with all health and safety policies and procedures 

 Complies with reasonable health & safety instructions given by 
HBDHB 

 Cares for your own health, safety and well-being 

 Is involved in health and safety through participation and 
consultation. 

 
How it will be measured (KPI): 
 
Evidence of participation in health and safety 
activities. 
 
Demonstrates support of staff/colleagues to maintain 
safe systems of work. 
 
Evidence of compliance with relevant health and 
safety policies, procedures and event reporting. 

 
Key Competencies  
 

CUSTOMER SERVICE 

 
Tasks (how it is achieved): 
 
Open and responsive to customer needs. 
 
Demonstrate an understanding of continuous quality improvement. 
 
Has a sense of urgency and desire to complete work 
 
Wants to work with others to help whole team improve 
 

 
How it will be measured (KPI): 
 
Demonstrates a commitment to customer service and 
continuous quality improvement, through interaction 
with patient/clients and other customers. 
 
Identifies customer needs and offers ideas for quality 
improvement. 
 
Effective management of customers/situations. 

 

ENGAGING EFFECTIVELY WITH MĀORI 

 
Tasks (how it is achieved): 
 
Demonstrates knowledge and understanding of local tikanga and Māori 
culture sufficiently to be able to respond appropriately to Māori  
 
Is visible, welcoming and accessible to Māori consumers and their 
whānau  
 
 Actively engages in respectful relationships with Māori consumers and 
whānau and the Māori community  
 
Actively seeks ways to work with Māori consumers and whānau to 
maximise Māori experience  
 
Actively facilitates the participation of whānau in the care and support of 
their whānau member 
 

 
How it will be measured (KPI): 
 
Accelerated health outcomes for Maori 
 
Evidence of positive feedback from Māori consumers 
and whānau, and colleagues  
 
Evidence of collaborative relationships with Māori 
whānau and community/organisations 
 
Evidence of whānau participation in the care and 
support of their whānau member 
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Essential and Desirable Criteria:  Qualifications / Skills / Experience 
 

Essential 

Engaging Effectively with Māori  
 Demonstrates the ability to engage effectively with Māori consumers 

(patients/families/whanau) 
 Demonstrates ability to apply the Treaty of Waitangi within the Service 

Qualifications (e.g., tertiary, professional) 
Relevant qualification or experience in regards to H&S or high learning agility 
along with excellent IS skills 

Business / Technical Skills (e.g., computing, 
negotiating, leadership, project management) 

 Excellent computing skills are absolutely essential  

Experience (technical and behavioural) 

Values & Behaviours:  Shows commitment to, and demonstrates the 
behaviours of the organisation: 
 
 Ability to build constructive working relationships and work collaboratively 

with others 
 High standard of verbal and written communication skills 
 Critical thinking and problem solving skills 
 Ability to manage change 
 Goal setting and prioritising skills 
 Self-sufficient / independent 

Desirable 

Health and Safety tertiary qualification 

Recruitment Details 
 

Position Title Health & Safety Coordinator 

Hours of Work 
80 hours per fortnight 
Permanent  

Salary & Employment 
Agreement Coverage 

As per the Individual Employment Agreement (IEA) negotiated with the appointee. 

Date May 2019 

 


