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	Post Details
	Last Updated:       6 June 2016

	Faculty/Administrative/Service Department:
	Corporate Services, Traded Services and Business Support

	Job Title:
	Occupational Health Adviser 

	Job Family & Job Level
	Professional Services
	Level 5

	Responsible to:
	Clinical Director

	Responsible for:
	Administration Assistant and/or Occupational Health Nurse (depending on exact contract requirements)

	 Job Purpose Statement 
To assist managers in the planning, and implementing of robust, evidence based Occupational Health (OH) practices e.g. absence management advice, pre-employment assessment and health surveillance. The post holder will be expected to assess performance, review the application of, and advise on, adaptations to Occupational Health and Safety (OH&S) practices where necessary.

	Problem Solving, Accountability and Dimensions of the role 
The post holder will act as the key account manager for a number of client organisations and will work directly with managers of all levels within these organisations.  They will need to familiarise themselves with the detailed work activities and culture within each organisation in order to effectively advise and influence the course of action to be taken by the client organisation. This knowledge base will enable the post holder to assist in the development of policies and procedures and advise on the prioritising of resources relating to OH&S to ensure business needs are met.
The post holder will need to communicate effectively with and will have regular contact with all staff within the client organisation and is expected to lead on OH initiatives when necessary. They will also help with risk assessment and develop/implement control measures.  In addition they will provide guidance, advice, training and instruction to staff as requested by the client organisation. The post holder will be required to draw upon their experience to negotiate with and influence senior management and provide timely, relevant advice to staff at all levels.
Although operating as part of a wider OH team the post holder will nevertheless be solely responsible for the advice and direction given to the client organisation and will be solely responsible for the quality of advice given.  At the direction of the Clinical Director the post holder may be expected to be an expert in, and lead on, specific areas of OH practice/legislation within the team. The outputs from these specialist areas will be used to direct other OH practitioners work and may therefore be implemented in other client organisations.
The post holder will work in a proactive and independent manner with minimum supervision, prioritising and planning their own workload. In the absence of the Clinical Director, the post holder will be required to exercise their judgement and make decisions on certain circumstances. The post holder must prioritise their own workload, adjust to meet deadlines and respond to changing circumstances; including successfully managing, at times, somewhat conflicting demands. The post holder will have discretion and latitude in determining how and when to perform their duties. The post holder is expected to ensure the provision of a quality and professional service, as errors in judgement or failure to carry out a particular task could impact upon the reputation of the Robens.
Advice on issues outside of the post holders’ realm of skill and experience should be sought from the Clinical Director.  However the post holder will be required to work cooperatively with all other Robens team members (including the Director) to achieve optimum contract delivery.
Due to the complex nature of some of the information the post holder will be exposed to, he/she will need to have advanced communication skills, including written, verbal and non-verbal communication, and should be comfortable liaising with diverse groups, such as Managers, Human Resources representatives, individual employees/students, General Practitioners, hospital Consultants, Occupational Physicians and other care providers e.g. Counsellors. The post holder will be also expected to be able to express ideas and outcomes clearly in writing and orally. This will include the preparation of written reports.
The post holder may have direct day-to-day managerial responsibility for Nursing or Administrative staff, depending on the exact contract requirements.

The post holder will be privy to sensitive, confidential information at organisational or departmental (equivalent Faculty/School) levels (depending on the client organisation) and as such is expected to maintain high levels of confidentiality. The post holder does not hold any budgetary responsibility; however they are expected to have an appreciation of the financial impact when conducting their duties.
This post impacts across the University of Surrey at an operational, financial and reputational level.
Background Information/Relationships 
The Robens Centre for Occupational Health and Safety has been established in Guildford for over 25 years and is a leading provider of Occupational Health Services, Travel Medicine and Screening services to the University of Surrey, external customers and the general public under contractual service agreements.  The Robens Centre is an Enterprise (profit) Unit within the University of Surrey, with a turnover of approximately £1.2M and has both an external and internal facing role.   It provides a wide range of Occupational Health Services to numerous clients in the region, including a number of high profile higher education institutions in London and across the south of England.  The Robens also runs a very successful travel health advice and vaccination facility to occupational, business and private clients: this is registered with the Care Quality Commission.

The post holder is required to build professional, robust relationships with internal and external clients.  These will be usually identified as those customers currently purchasing services. 



	
This job purpose reflects the core activities of the post. As the Robens and the post-holder develop, there will inevitably be some changes to the duties for which the post is responsible, and possibly to the emphasis of the post itself. The University expects that the post-holder will recognise this and will adopt a flexible approach to work.  This could include undertaking relevant training where necessary. 

Should significant changes to the job purpose become necessary, the post-holder will be consulted and the changes reflected in a revised job purpose.

	Person Specification This section describes the sum total of knowledge, experience & competence required by the post holder that is necessary for standard acceptable performance in carrying out this role.

	Qualifications and Professional Memberships
	Essential/
Desirable

	Registered General Nurse, currently registered with the NMC
	E

	Degree level qualification in Occupational Health Nursing, plus a significant number of years' experience in similar or related roles.

Or 

Equivalent qualification in Occupational Health Nursing plus significant number of years’ experience demonstrating development through involvement in a series of progressively more demanding relevant work/roles
	E

	Registration on Part 3 of the NMC specialist Public Health register 
	E

	Membership of a recognised professional body serving the interests and professional development of Occupational Health practitioners
	D


	Technical Competencies (Experience and Knowledge) This section contains the level of competency required to carry out the role (please refer to the competency framework for clarification where needed and the Job Families Booklet).
	Essential/
Desirable
	Level
1-3

	Significant and extensive experience in the field of Occupational Health 
	E
	3

	Assessment of training needs, including preparation and delivery of training packages 
	E
	2

	Experience of assessing travel medicine needs of individuals and work groups 
OR

A willingness to acquire travel health skills
	E
	n/a

	Experience of immunisations, venepuncture, audiometry (perform and interpret), spirometry (perform and interpret) and vision screening
	D
	n/a

	Special Requirements: 
	Essential/
Desirable
	Level
1-3

	Current professional indemnity insurance through a recognised provider
	E
	n/a

	A current Driving License valid in the UK and access to a vehicle as travel between sites will be necessary 
	E
	n/a

	Enhanced Disclosure and Barring Service Clearance
	E
	n/a

	Depending on the exact role  requirements there may be a need to work flexibly outside of normal working hours e.g. to cover travel clinics and meet the needs of client organisations
	E
	n/a

	Core Competencies This section contains the level of competency required to carry out this role.  (Please refer to the competency framework for clarification where needed). N/A (not applicable) should be placed, where the competency is not a requirement of the grade.
	Level
1-3

	Communication
Adaptability / Flexibility

Customer/Client service and support

Planning and Organising

Teamwork

Continuous Improvement

Problem Solving and Decision Making Skills

Leadership / Management

Creative and Analytical Thinking

Influencing, Persuasion and Negotiation Skills

Strategic Thinking
	3

3

3

2

2

2
3
2

2

2

2

	Organisational Information

	All staff are expected to:

Positively support equality of opportunity and equity of treatment to colleagues and students in accordance with the University of Surrey Equal Opportunities Policy.

Help maintain a safe working environment by:
· Attending training in Health and Safety requirements as necessary, both on appointment and as changes in duties and techniques demand.

· Following local codes of safe working practices and the University of Surrey Health and Safety Policy.

· Excellent environmental performance is a strategic objective for the University of Surrey.  All staff are encouraged to work to achieve the aims of our Environmental Policy and promote awareness to colleagues and students. 
· Undertake such other duties within the scope of the post as may be requested by your Manager.
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	Key Responsibilities
This document is not designed to be a list of all tasks undertaken but an outline record of the main responsibilities (5 to 8 maximum) and should be read in conjunction with the accompanying Job Purpose.

	1. Act as the Key Account Manager (KAM) for those clients who are contracted to the Robens Centre for Occupational Health and Safety.  This will include effectively managing the demands of designated contracts in such a way as to ensure that the service is delivered within the specifications of the accepted key performance indicators.  
2. Undertaking pre-employment assessment and advising the prospective employer of any recommendations for adjustments and the relevance of the Equality Act 2010, where appropriate
3. Undertaking and assisting in risk assessment of occupational hazards and participating in environmental surveys as appropriate.

4. Co-ordinating and carrying out appropriate health surveillance to comply with legislation and occupational health policy. 

5. Actively promoting health at work initiatives and participating in Health and Safety and Human Resources meetings as required by individual contracts.

6. Assisting Human Resources and line managers with sickness absence management, including assessment of staff referred to Occupational Health on sickness grounds.  Forming evidence based opinions and making recommendations as appropriate to each case.  Provide high quality written outputs following these assessments, which meet customers’ needs

7. Providing statistical information and reports on services

8. Maintaining and developing technical knowledge and applying evidence based practice to service delivery
N.B. The above list is not exhaustive.
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