HELIX WATER DISTRICT

February 27, 2006
SAFETY/RISK ADMINISTRATOR
JOB SUMMARY

Safety/Risk Administrator is an exempt professional and supervisory class. Under general direction, plans, organizes, coordinates and implements comprehensive safety and security management programs for the District; takes or recommends action to ensure compliance with security, safety, health regulations and requirements; advises managers on safe work methods and practices and the elimination of hazards; oversees required health, safety and security program records; and performs related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Organizes, coordinates implements and documents comprehensive employee health and safety programs, including occupational health and safety, hazardous materials and environmental compliance, consistent with District policies and federal and state laws and regulations.

2. Recommends and facilitates implementation of safe work procedures and programs designed to comply with regulatory requirements and reduce employee injury and exposure to work hazards; responds to employee and manager questions regarding safe work practices and environmental hazards.

3. Plans, supervises and evaluates the work of the safety support unit; implements and monitors long-term plans, goals and objectives to achieve District and department priorities; participates in developing and monitoring performance against the department’s annual budget; recommends and implements plans, policies, systems and procedures applicable to unit responsibilities.

4. Coordinates, oversees, evaluates and monitors security related issues, programs and practices including working with management staff to develop security protocols, regulations and procedures; coordinate and track security upgrades, modifications and improvements; Chair the District’s Security Subcommittee; keep updated on water industry related security regulations, programs and practices; coordinate security training and monitor security contracts; develop and maintain interagency security coordination and communication with police, sheriff, fire, FBI, and DHS.   Initiate and prepare security status reports for management, Security Subcommittee and Board of Directors.
5. Plans and evaluates the performance of assigned staff; establishes performance requirements and personal development targets; regularly monitors performance and provides coaching for performance improvement and development; recommends merit increases and other rewards to recognize performance; recommends disciplinary action up to and including termination to address performance deficiencies, in accordance with the District’s personnel policies and MOU provisions.

6. Monitors safety program compliance through the preparation and review of injury reports, field inspections and injury investigations.

7. Administers District safety training programs; designs, coordinates and presents safety training presentations; participates in the selection of vendors to provide safety training programs for managers, supervisors and employees;  conducts safety meetings with managers, supervisors and employees.

8. Conducts special and periodic inspections of District facilities, structures and projects to identify safety and environmental hazards; follows up on hazard abatement and performs simple industrial hygiene assessments.

9. Oversees administration of the Workers’ Compensation program; evaluates employee injury reports, recommends remedial action and follows up to ensure action is taken; follows up as needed with third party administrator and answers employee questions about workers’ compensation benefits.
10. Plans and maintains the implementation of a hazardous materials and waste management program including waste minimization procedures and reviews chemicals used by the District. 

11. May administer District third-party liability programs and processes; investigates, evaluates and recommends approval or rejection of claims; prepares and presents reports to the Board for action.

12. Administers District Emergency Preparedness programs; chairs the Emergency Response Planning Committee; plans and coordinates drills and other employee training activities.
13. Responds to employee safety, District property and/or liability emergencies.
DESIRED MINIMUM QUALIFICATIONS

Knowledge of:
1. Principles, policies, practices and methods for developing and administering a comprehensive safety program.

2. Federal, state and local laws, rules, regulations and standards applicable to employee health and safety, environmental programs, emergency preparedness and security.

3. Methods and practices for conducting injury and work place safety audits and investigations.

4. District operations and associated safety and chemical/hazardous materials issues.

5. Standard safety equipment used in public works occupations.

6. Basic research methods and statistical analysis techniques.

7. Practices and methods for designing employee training programs and materials.

8. Principles and practices of business communications.

9. Methods and practice of budgeting, purchasing and record keeping.

10. Basic supervisory, performance guidance, and training and development methods and procedures.

Ability to:
1. Operate a computer and standard word processing, spreadsheet and presentation software.

2. Understand, explain, interpret and apply complex federal, state and District requirements regulating work place security, health and safety and the use, storage and disposal of chemicals and hazardous substances.

3. Operate and interpret data from simple industrial hygiene instrumentation, such as sound level and light meters and airflow indicators.

4. Evaluate work place safety and security programs and practices and make recommendations for improvement.

5. Conduct accident and workplace safety investigations and analyze damage and injury data and reports.

6. Negotiate effectively on behalf of the District.

7. Facilitate group processes and consensus building.

8. Design, coordinate, present and monitor effective employee safety and security training programs.

9. Exercise sound independent judgment within policy guidelines.

10. Communicate effectively, orally and in writing.

11. Prepare clear, concise and comprehensive investigative reports and other materials.

12. Maintain confidential and sensitive information.

13. Establish effective working relationships with others encountered in the course of work.

14. Ability to work before and after normal work hours and weekends.

15. Respond to after hour calls relating to job injuries, property damage, hazardous material and natural disasters.

Training and Experience:

Training and experience substantially equivalent to graduation from a four-year college or university with major course work in occupational health or safety engineering or a closely related field; and six years of increasingly responsible experience in developing or administering employee health and safety programs. Specialized occupational safety, Risk Management or hazardous material training or certificate is desirable.  

Licenses; Certificates; Special Requirements:

A valid Class C California driver’s license and the ability to maintain insurability under the District’s Vehicle Insurance policy.

PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

The physical and mental demands and the work environment characteristics described here are repre-sentative of those required for the performance of job duties.

Physical Demands:

While performing the duties of this class, the employee is regularly required to sit; talk or hear, both in person and by telephone; use hands to finger, handle, feel or operate computers and other standard office equipment; and reach with hands and arms. The employee is frequently required to stand and walk and lift up to 35 pounds.

Specific vision abilities required by this job include close vision and the ability to adjust focus.

Mental Demands

While performing the duties of this class, the employee is regularly required to use written and oral communication skills; read and interpret data, information and documents; analyze and solve complex problems; perform highly detailed work under changing, intensive deadlines on multiple, concurrent tasks; work with constant interruptions, and interact with others encountered in the course of work, some of whom may be dissatisfied, angry and/or abusive.

Work Environment:

The employee usually works under typical office conditions and the noise level is usually quiet. The employee occasionally makes visits to field job sites and may work in outside weather conditions, near moving mechanical parts and on slippery and uneven surfaces. The employee may be exposed to wet or humid conditions, fumes or airborne particles, toxic or caustic chemicals and risk of electric shock.

GM Approval:  ____________________
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