
United Kingdom Jobs Expertini®

HSEQ Administrator

Apply Now

Company: Russell Taylor Group Ltd

Location: Hitchin

Category: architecture-and-engineering

HSEQ Administrator

Office based 

Can start ASAP

£14/hour

Key Accountabilities:

• Providing support to the Health & Safety team,

• Able to assist with monthly reporting on observations, stats and targeted risk monitoring,

• Upload and update incidents and damages to the system, 

• Enter inspections onto observation tracker,

• Assist in the creation of SHE and Quality alerts/briefings,

• Assisting the team where necessary with SHEQ audits,

• Assist with the preparation and formatting of documents within the SHEQ system,

• Assist with weekly inductions including registration of attendees and medical forms.

• Make sure all information received at the site induction is in date and uploaded correctly on the

system,

• The candidate will be required to attend all meetings for projects, providing literature and

setting up and organising of room,

• The SHEQ administrator will be required to also take minutes, 

• Monitor and maintain the training register, organising and informing the relevant.
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Important Information: We endeavour to process your personal data in a fair and transparent

manner. In applying for this role, Russell Taylor will be acting within your interest and will

contact you in relation to the role, either by email, phone or text message. For more

information see our on our website. It is important you are aware of your individual rights

and the provisions the company has put in place to protect your data. If you would like

further information on the policy or GDPR please get in touch with us .

Apply Now
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