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	ROLE PROFILE

	Job title
	Compliance Coordinator

	Date
	2024

	Business
	Samworth Brothers

	Department
	Site Services

	Location
	Oak Meadow, Scudamore Rd, Leicester

	ROLE SUMMARY 

	
The Coordinator is responsible for ensuring that all facilities-related activities comply with internal policies, UK regulations, and health & safety standards. This includes managing contractors, overseeing maintenance tasks, and ensuring compliance with relevant legislation. The role will also involve coordinating with internal teams to maintain a safe, compliant, and efficient work environment.


	REPORTING STRUCTURE

	Reports to
	Facilities Manager

	Deputy
	

	Direct & indirect reports
	

	Key internal stakeholders
	

	Key external stakeholders
	

	ACCOUNTABILITIES 

	1. Contractor Management:
○ Oversee all contractors working on-site, ensuring they adhere to company policies, site rules, and health & safety protocols.
○ Ensure contractors have the appropriate qualifications, certifications, and insurance as per legal and company standards.
○ Coordinate service schedules and site visits, ensuring timely completion of contracted work.
○ Maintain records of contractor agreements, compliance audits, and performance reviews.
2. Compliance Oversight:
○ Ensure the facility complies with UK legislation, including Health and Safety at Work Act 1974, COSHH, and other relevant regulations.
○ Conduct routine audits and inspections to verify compliance with statutory requirements, including fire safety.
3. Facilities Management:
○ Assist in planning and overseeing maintenance, repairs, and improvements across the facility.
○ Ensure that building systems such as fire alarms, HVAC, electrical, and plumbing are compliant with legal and operational standards.
○ Keep detailed records of all facility operations, including inspection reports, maintenance schedules, and statutory compliance documents.

4. Health, Safety, and Environmental Compliance:
○ Conduct risk assessments and implement risk mitigation measures to ensure a safe working environment.
○ Investigate incidents, accidents, or near-misses, ensuring corrective actions are implemented and documented.
○ Ensure all contractors have the necessary health and safety training and certifications.
5. Reporting and Documentation:
○ Maintain accurate records of all compliance activities, including audits, inspections, certifications, and permits
○ Prepare and submit compliance reports to senior management, highlighting any risks, contractor performance, or non-compliance issues.
○ Track and report on Key Performance Indicators (KPIs) related to contractor management and facility compliance.

6. Stakeholder Collaboration:
○ Act as the primary point of contact between contractors, internal teams, and external regulatory bodies.
○ Participate in cross-functional projects and team meetings as required.


	SKILLS, KNOWLEDGE & UNDERSTANDING

	· IOSH/NEBOSH
· Auditing
· Experience in facilities Management, Contractor Management or compliance coordination within the UK
· Familiarity with UK regulations (HASAWA, COSHH, CDM)
· Strong organisational skills with the ability to manage multiple tasks simultaneously.
· Excellent communication and negotiation skills.
· Knowledge of UK health & safety and environmental regulations.
· Proficiency in Microsoft Office and facilities management software.
· Strong analytical and problem-solving abilities.
· Attention to detail and a compliance-driven mindset
· Developing SOPs, RA/ SSoW

	CORE COMPETENCIES, ATTRIBUTES & BEHAVIOURS FOR SUCCESS

	Competency
	Descriptors


	Values People
	Demonstrates the belief that people are our most important asset and central to the success of the organisation. Everybody should be treated with dignity and respect at all times.

	Customer Focus
	Is passionate about quality, striving to continuously make a positive difference for our customers and our consumers.

	Collaborative Team Working
	The willingness to act as part of a team and work towards achieving shared objectives through adopting best practice in line with our Purpose Statement and Company Values.

	Flexibility & Adaptability
	The ability to change and adapt own behaviour or work procedures when there is a change in the work environment, for example as a result of changing customer needs.

	Initiative & taking ownership
	Steps up to take on personal responsibility and accountability for tasks and actions in line with our Purpose Statement and Company Values.

	People Management
	The ability to understand people and their motivations, build good relationships with them and help them unlock their full potential.

	Drive for Excellence
	Knows the most effective and efficient processes for getting things done, with a focus on continuous improvement.

	Resource Management
	Effectively manages resources and cost drivers to achieve sustainable productivity and profitability.

	Technical Expertise
	Has the skills, knowledge and experience required to excel in own area of specialism and the willingness to further grow and develop.


	Self-Management
	Uses a combination of feedback and reflection to gain insight into personal strengths and weaknesses, so that own time, priorities, and resources can be managed to achieve goals.
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