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Job Purpose

The Health and Safety Manager will lead the firm’s health, safety and fire safety management arrangements across its estate, ensuring a practical, proportionate and legally compliant approach that supports colleagues, visitors, contractors and the wider business.

Reporting to the Operations Director, the role will provide competent advice, maintain and improve the Health and Safety Management System, support Facilities Management teams, and provide assurance to senior leadership and the Audit and Risk Committee.

	Key Responsibilities

Health, Safety and Fire Safety Management
· Maintain, monitor and continually improve the firm’s Health and Safety Management System in line with UK legislation, HSG65 principles and relevant best practice.
· Provide competent, practical and proportionate health and safety advice to senior leaders, managers, employees and Facilities Management teams.
· Maintain and review health and safety policies, procedures, standards, guidance, risk registers and assurance frameworks.
· Manage fire safety arrangements, including Fire Risk Assessments, evacuation procedures, fire drills, fire warden programmes, PEEPs, fire door inspections and liaison with landlords, managing agents and enforcing authorities.
Risk, Compliance and Assurance
· Lead risk assessments, workplace inspections, internal audits, incident investigations and near-miss reviews, ensuring corrective actions are tracked to completion.
· Provide assurance to senior leadership through clear reporting, KPIs, compliance reviews and action plans.
· Monitor legislative developments and industry best practice, ensuring the firm’s arrangements remain compliant and effective.
· Maintain compliance records and support statutory compliance programmes across the estate, including areas such as fire systems, emergency lighting, electrical testing, water hygiene, asbestos management and contractor documentation, where applicable.
Facilities, Contractors and Projects
· Support Facilities Management with contractor governance, permit-to-work arrangements, safe systems of work, supplier compliance and review of risk assessments and method statements.
· Provide health and safety and compliance input for office acquisitions, relocations, refurbishments, fit-outs and other workplace change projects.
· Work with Facilities Management colleagues to ensure building safety, workplace inspections and operational compliance activities are consistently managed across all offices.
People, Training and Workplace Adjustments
· Manage DSE arrangements, specialist equipment recommendations and workplace modification processes.
· Undertake personal risk assessments and support reasonable adjustments in partnership with Occupational Health, HR and managers.
· Develop and deliver health and safety training, briefings, awareness campaigns and guidance for employees, managers, fire wardens, first aiders and facilities personnel.
· Promote a positive safety culture and encourage effective reporting of hazards, incidents and near misses.
Business Continuity and Emergency Preparedness
· Support the development, testing and review of business continuity and emergency response arrangements across all offices.
· Contribute to organisational preparedness for incidents including fire, flooding, power failure, security incidents, suspicious packages and loss of office access.
· Support post-incident reviews and ensure lessons learned are reflected in future procedures.
If the post is appointed on a full-time basis, the role will also include the following facilities governance responsibilities:
· Govern Standard Operating Procedures, including reviewing compliance and coordinating amendments and updates.
· Support the planning and delivery of facilities projects.
· Oversee planned preventative maintenance governance, ensuring responsible owners complete required actions and providing appropriate escalation and oversight working with the Facilities Operations Manager.
· Support the maintenance of facilities documentation, key dates and records within the supplier management system.
· Manage ad hoc facilities requests as required.








	Competency
	

	Technical/Knowledge


	· Strong knowledge of UK health and safety legislation, fire safety requirements, risk assessment, incident management and audit processes.
· Experience maintaining policies, procedures, compliance records, action plans and management reports.
· Fire safety and statutory compliance records remain current and accessible.
· Senior leaders receive clear, accurate and timely assurance reporting.

	Behavioural
	· Willingness to travel to UK offices will be required on a frequent basis.
· Practical, proportionate and solutions-focused approach.
· Strong governance, compliance and assurance mindset.
· Excellent communication, stakeholder management and influencing skills.
· Collaborative, people-focused and confident working across multiple locations.
· Organised, analytical and able to manage competing priorities.
· Committed to continuous improvement and positive safety culture.
· Health and safety actions, audit findings and incident recommendations are completed on time.

	Qualifications/Experience
	· Strong health and safety management experience, ideally within a multi-site corporate, professional services or legal environment.
· NEBOSH National General Certificate in Occupational Health and Safety, or equivalent qualification.
· Membership of IOSH or another relevant professional body.
· Experience working with landlords, managing agents, contractors, suppliers and regulatory authorities.
· Strong communication, influencing, administration and reporting skills, including confident use of Excel and Microsoft Office tools.
· Fire Risk Assessment qualification or recognised fire safety training.
· DSE Assessor training and experience supporting workplace adjustments.
· Internal auditor experience.
· Experience within facilities management, corporate real estate or workplace services.
· NCRQ Level 6, NVQ Level 6, NEBOSH Diploma or equivalent higher-level health and safety qualification.




Last updated: September 2026

Note:  This job description sets out key elements and responsibilities of the role, but it is not intended to be exhaustive and does not constitute a contractual document.  Duties may be changed to meet changing needs or circumstances.
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