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	JOB TITLE: 
	Health, Safety and Facilities Coordinator


	REPORTING TO:  
	CEO – with day-to-day coordination with Service Programme Manager


	
RESPONSIBLE FOR:  
	
Health & Safety Compliance, Facilities and Property Management

	
HOURS: 
	
2–3 days per week (or equivalent part-time arrangement)

	
SALARY: 
	
£26,000–£30,000 pro rata per annum, dependent on skills and experience


	
CONTRACT TYPE:
	Permanent / part time


	
LOCATION: 
	Witney, Hybrid with travel across 3 counties (Oxfordshire, Hertfordshire and Gloucestershire)


	
OTHER
	
Flexible working required dependent on operational needs





 ABOUT GUIDEPOSTS TRUST

Guideposts is a UK based charity working with people in local communities to help them access the support, opportunities, and skills they need to overcome social challenges, improve their wellbeing and change their lives.

We run a range of services that are focused on helping people to achieve their potential regardless of their circumstances. We connect people together so that they can experience the joy that comes from friendship, activity, learning, purpose, and occupation. We love what we do, and we love seeing people flourish.

Many of the people we support come from the most disadvantaged groups in our society, including children and adults with additional needs and disabilities, people with mental health problems, older people with dementia and other neuro-degenerative conditions, and the families or carers of all these groups. We believe that all people should be equally valued and have an equal chance to live the best life possible, that is why we do what we do.
Together we are the Guideposts community, helping each other to achieve better wellbeing.

PURPOSE OF ROLE

To support the organisation in maintaining safe, compliant, and effective environments across all sites. The role focuses on coordination and delivery of health & safety processes, facilities management, and property oversight, ensuring compliance with statutory requirements and organisational policies.

KEY REPONSIBILITIES
· Work with Service Leads, Programme Manager, and relevant staff to understand facilities and health & safety requirements across the organisation
· Support implementation of health & safety policies, procedures, and systems
· Maintain and review risk assessments and related documentation
· Support incident reporting processes and ensure appropriate follow-up
· Assist with health & safety audits and compliance checks
· Coordinate facilities management across all sites, including planned preventative maintenance (PPM) and reactive works
· Ensure properties are safe, compliant, and fit for purpose
· Support review and improvement of facilities management processes
· Work with contractors and suppliers, including selection, coordination, and performance monitoring
· Ensure works are completed in line with required standards and compliance requirements 
· Review documentation relating to health & safety and facilities, identifying gaps and supporting improvements
· Support development and implementation of standard operating procedures (SOPs)
· Support delivery of property-related projects, including refurbishments and improvements
· Work with service teams to coordinate site-based activities
· Provide guidance and support to staff on health & safety and facilities-related matter

KEY COMPETENCIES
· Knowledge of health & safety practices and requirements
· Facilities management experience, including maintenance coordination
· Strong organisational and administrative skills
· Ability to manage multiple priorities and tasks
· Strong attention to detail, particularly in compliance and documentation
· Good communication and stakeholder engagement skills
· Ability to work independently and use initiative
KEY ACCOUNTABILITIES
· Health & safety compliance across organisational sites
· Facilities and property management
· Risk assessment and health & safety documentation
· Contractor and supplier coordination
Maintenance and compliance tracking systems

PERSON SPECIFICATION

	CRITERIA
	ESSENTIAL
	DESIRABLE

	Experience
	· Experience in facilities, property, or office management
· Experience coordinating contractors and suppliers
· Experience maintaining documentation and compliance records 
	· Experience working in a multi-site environment
· Experience in a charity, health, or social care setting

	Skills/ Training/ Qualifications
	· Good understanding of health & safety practices
· Strong IT literacy (MS Office and record systems) 
	· NEBOSH qualification or equivalent

	Personal requirements
	· Ability to work collaboratively with internal and external stakeholders
· Flexible and adaptable approach
· Strong organisational and time management skills
· Proactive and solution-focused attitude
	· Positive approach and good interpersonal style




OTHER DETAILS   
 
All staff are ambassadors for Guideposts and as such may be required from time to time to assist managers and fundraising in the promotion of Guidepost and its work. 
 
All staff have a responsibility to look after the Health and Safety not only of those people who use our services but for themselves and their colleagues and should follow Guideposts Health and Safety Policy and Procedures.  

Must hold a full UK driving licence and have access to a vehicle insured for business use.
 
Guideposts is an Equal Opportunities employer.  

This job description is not exhaustive but is provided to assist the post holder to know and understand the main duties of their role.  Responsibilities may be subject to review and may be varied in emphasis depending on operational requirements.  It may be amended from time to time in discussion with the post holder.
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