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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




High Life Highland is proud to deliver services that Make Life Better in communities across the Highlands. We are looking for a proactive and passionate Health, Safety and Compliance Officer to help us ensure our people and customers remain safe.

This is a key role within our organisation, supporting a wide range of services—from leisure centres and libraries to archives and cultural venues. You will work collaboratively across teams to promote a positive safety culture, ensure compliance with legislation, and help continuously improve how we care for staff, volunteers, and customers.

You will be a trusted advisor, a confident communicator, and a champion for keeping people safe.

JOB TITLE: 

Health, Safety and Compliance Officer
SALARY: 

£40,021 - £43,388 per annum 
LOCATION:

Inverness
HOMEWORKING:     This post is appropriate for a homeworking* request to be made. Any 


home-working arrangements would be agreed by the post’s line 



manager and the administrative base would be classed as Inverness 


for the purposes of expenses and travel claims. Initially, for training 


purposes, the successful candidate will be required to work from the 


office base. 

*High Life Highland home-workers must have a permanent residence in The Highland Council area or live within a 90-minute commute from the designated workplace.

RESPONSIBLE TO: Head of Estates 
JOB PURPOSE:
1. To implement the health and safety Delivery Plan for High Life Highland which promotes a culture of health and safety excellence. To conduct monitoring and compliance visits across the charity’s services and sites.
2. To support HLH staff and management in the delivery of HLH services through supportive and competent advice and guidance where possible standardising, streamlining, and simplifying documentation used within the charity as a whole or by specific services.
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. Actively promote a positive and collaborative workplace culture that supports the Charity’s purpose of Making Life Better and i-care values to increase morale, productivity, and performance.
2. To support the maintenance and updating of the company health and safety policy, including all guidance notes and underpinning documentation. To lead on the monitoring of compliance for all services across the charity in line with said documents and statutory and regulatory requirements. 
3. Support the development, maintain, and review the Health and Safety Delivery Plan for the organisation taking account of the diversity of operations across the charity and report on the progress of the Delivery Plan as required.

4. Contribute to the further development and maintenance of an integrated system for recording, analysing, and reporting accident and incident data, support the ongoing development of the charity database to record and report on the charity’s monitoring and compliance.
5. Support with the coordination of the annual external health and safety audits in consultation with the appropriate senior management team members including site selection, audit programme and the production of health and safety audit action plans. 

6. Prepare for and assist with the quarterly health and safety strategic and staff/union meetings and as required, fill in for the chair of the staff/union health and safety meetings.
7. Provide the first point of contact for managers, staff, and responsible premises officers (RPO) regarding health and safety. 
8. Support the charity’s HR department and training officer to identify staff training needs with a view to creating a skills matrix for each job / role within HLH (including volunteering). This should include inductions, mentoring systems, and competency assessments along with establishing a set renewal / CPD timeframe.

9. Support the charity in delivering a suite of training packages for Responsible Premises Officers, managers, and staff, such as; health and safety awareness, risk assessments, manual handling assessments, etc.
10. Support in development of a monitor policy, coordinate site and service monitoring of compliance both internally within services and by the health and safety team. Support the system of peer-reviews and learning for all Health and Safety assessment checks for the company. 
11. Support Heads of Service to investigate incidents, accidents, complaints, and cases of ill health as required, and investigate such incidents and report on findings when necessary.
12. Support the Head of Estates to draft the Annual Health and Safety Board report and other reports as required.
13. Work with the Excursions Safety & Compliance Officers to ensure the effective implementation and development of the adventurous activities and off-site excursions system for HLH and The Highland Council. This includes the development of relevant guidance, monitoring and providing advice to managers and those leading excursions or activities.
14. Work with heads of service and Excursions Safety & Compliance Officers to secure Adventure Activity Licensing Authority licenses for HLH on an ongoing basis.
15. Attend and undertake any training online or in person including CPD.
16. Aim to reduce wastage and uphold our environmental values of being as sustainable as possible in all tasks.
17. Assist and support other areas of High Life Highland with particular projects, training or in the event of holidays or sickness.

18. Work will include some occasional evenings, weekends and bank holidays for specific meetings and events.
19. Undertake all tasks in accordance with High Life Highland policies and procedures, including General Data Protection Regulations, health and safety procedures, relevant checks, reporting any concerns to management to ensure corrective action is taken. 
Other Duties:

You may be required to perform duties, appropriate to the post, other than those given in the job specification. The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and would not themselves justify reconsideration of the grading. As a result of such variations, it will be necessary to update this job specification from time to time.
Date: 26 August 2025
High Life Highland (HLH) is committed to the protection and safeguarding of vulnerable groups, including children and protected adults and believes that they should never experience any kind of abuse. It has a responsibility to promote the welfare of those in vulnerable groups and to keep them safe and to practice in a way that protects them. HLH expects all those with whom the Charity engages to share this position. Where applicable, new positions will be subject to the appropriate level of Disclosure Scotland checking; identity checks (address, date of birth), employment/experience history, two references (one of which must be most recent employer, where appropriate), qualifications, Right to Work in the UK (where applicable). The above will apply to anyone working on behalf of HLH (paid or unpaid) including all board directors, staff, workers, volunteers, agency staff and students.
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:

Health, Safety and Compliance Officer
LOCATION:

Inverness
ESSENTIAL ATTRIBUTES:


In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following: -
1. EXPERIENCE 
At least five years’ experience of:

· management at a senior level which includes responsibility for health and safety from strategic to operational level;  
· working with specialist health and safety advisers; 
· implementing health and safety policies, practices, and procedures at organisational level; and

· monitoring the effectiveness of health and safety policies, practices and procedures and implementing changes to make improvements.
2. EDUCATION AND QUALIFICATIONS

· Degree level qualification or equivalent

· Level 6 Diploma in Applied Health and Safety or equivalent or willing to achieve within 24 months.
· IOSH Managing Safely.
· Risk Assessment Trainer.
· Fire Risk Assessment Qualification.
· Asbestos Awareness.
· Legionella Awareness.
3. SKILLS/ATTRIBUTES GENERAL

· Keen and interested in health and safety with a guiding and supportive manner to encourage staff at all levels to follow set guidance.
· Auditing and Monitoring skills.
· Willing to follow procedures.
· Able to train staff at all levels.
· Able to prioritise.
· Willing to work under pressure.
· Calm in stressful situations.
· Report writing skills.
· Time management skills.
· Good planning and organisational skills.
4. SKILLS/ABILITIES SPECIFIC TO THE POST

· Good knowledge of ICT solutions.

· Ability to manage and delegate to ensure efficiency.

· Driving licence and access to personal transport.

· Experience of creating guidance documents, policies, and risk assessments.
5. INTERPERSONAL AND SOCIAL SKILLS

· Good communicator both verbally and written.

· Good liaison and negotiation skills.

· Able to build and maintain relationships at all organisational levels.
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