
 

 
RK BELL 

JOB DESCRIPTION 
 
 
Job Title:   SHEQ Manager  
 
Job Summary: To develop, implement and maintain Safety, Health, Environment 

& Quality management systems and continuous improvement 
strategies throughout the business whilst ensuring the relevant 
compliance and training. 

  
The SHEQ Manager will ensure that: 

 Compliance to the ISO9001:15 accreditation is maintained whilst developing and 
improving existing H&S and Environmental system in line with ISO standards. 

 The above systems are reviewed, maintained and reported on to identify non-
conformities and opportunities for improvement 

 Workplace incidents e.g. accidents/incidents/near-misses/complaints are promptly 
investigated and evaluated, identifying the root cause and implementing corrective 
actions required to prevent re-occurrence  

 Appropriate SHEQ support and advice is given to all levels within the business. 
 
MAIN DUTIES AND RESPONSIBILITIES:  

 Monitor, manage and review risk assessments completed by the operational team 
and where appropriate other contractors. Giving constructive feedback and assisting 
in their completion. Ensuring safe systems of work are documented and in place 
throughout the business, providing risk assessment training where required.  

 Regularly reviewing and updating the risk assessment blocks and the completed 
standard assessments on the SHE Software system. 

 To support and drive the Company in achieving SHEQ targets and objectives through 
the implementation of effective policies, procedures and systems, reviewing and 
updating them regularly. 

 To lead the development of continuous improvement. 
 Keeping up to date with new legislation and industry best practice, advising on their 

impact to the Company and modifying systems where required. 
 Control and maintain the corrective action register in respect of NCR’s and customer 

complaints. Assisting with the corrective action report and the implementation of 
corrective actions where necessary. 

 Monitor products and services to ensure standards are delivered to the highest quality, 
reliability and consistency, meeting our customers expectations and keeping 
compliance with industry regulations, and ensuring quality documentation is 
completed at project level. 

 Monitor compliance by carrying out inspection/audits at the depot and current 
project site. Using the data to develop strategic improvement plans across safety, 
health, environment and quality (SHEQ). 

 Represent the company at external audits/inspections 
 Completion of and assistance with supplier questionnaires/tenders as required 
 Provide staff training and clear instruction on good SHEQ practices. 
 Ensure the necessary SHEQ information is delivered to new employees during 

induction and the inductions at site level are suitable for the works being carried out. 
 Check that all documentation is being completed and filed correctly. 
 Assisting the HR Manager coordination of training, health surveillance, critical 

medicals and drug and alcohol testing programmes. 
 Liaising with authorities, external agencies, Clients and other contractors. 



 Manage emergency procedures at the main depot and monitor arrangements on 
current projects. 

 Co-ordination of maintenance/contractor activities within the company 
 Co-ordination of training matrices, induction and toolbox talk programmes 

 
KEY RESPONSIBILITIES  

 Ensure 100% coverage of suitable and sufficient RAMS for all major works 
 Develop a bank of base-layer RAMS for all standard works 
 Ensure 100% compliance with SHEQ Management Action Plan and Internal Audit 

Schedule 
 Maintain certification to 9001:2015 and NHSS 16 
 Complete an operational audit of each main site and our depot on a monthly basis 

and report to Directors 
 Completion of a documented investigation of all accidents/ incidents/near-

misses/complaints and reporting conclusions to the Directors 

 Ensure 100% compliance with medical / health surveillance schedule. 

 Ensure 100% compliance with drug and alcohol testing schedule 

 Ensure all new starters are fully inducted on day of commencement of employment. 

 Ensure that Supervisors undertake and record toolbox talks as per the agreed rota. 

 Ensure completion of all fire logs in line with recommended frequencies in log book. 
 Update and maintain SHE software. 

 
 
You must have or be willing to work towards a NEBOSH and IEMA qualification. 
 
 
"The above list of job duties is not exclusive or exhaustive and the post holder will be required 
to undertake such tasks as may reasonably be expected within the scope and grading of 
the post. Job descriptions should be regularly reviewed to ensure they are an accurate 
representation of the post." 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

PERSON SPECIFICATION 
 

SHEQ MANAGER 
 
Key Skills Required  

 Clean Driving Licence 
 Strong team player 
 Good overall knowledge of legislation in respect of Health, Safety & Environment 
 A can-do attitude 
 An ability to achieve demanding time and quality targets 
 Excellent literacy and numeracy skills 
 Good IT skills with competency at Microsoft Word & Excel 
 A willingness to attend training and to develop relevant knowledge, techniques and 

skills 
 Highly self‐motivated, a confident communicator at any level and sets a high 

standard through example in regard to compliance with company safety standards   
 Excellent verbal and written communication skills 
 To be methodical, pay attention to detail and be accurate 
 Able to work with people at all levels and be a good team player 
 Self-motivated with ability to work on own initiative 
 Able to co-ordinate a number of different projects at the same time 
 Willing to accept responsibility for completing designated tasks 
 Excellent communication skills 

 
 
Qualifications 

 IOSH Managing Safely 
 NEBOSH Diploma or equivalent 
 Site Environmental Awareness Training Scheme (SEATS) 
 CQI / IRCA Quality Qualification or equivalent  
 CSCS card Professional Qualification 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
TERMS AND CONDITIONS 
 
Salary:    £40,000 plus vehicle 
 
Hours of work:  40 hours per week, Monday to Friday 
 
Annual leave:  23 days + 8 public holidays per annum 
 
Pension: You will be given the opportunity to join the RK Bell Pension Scheme so 

long as you meet the auto-enrolment criteria. 
 
Performance Review: Overall performance will be formally assessed and reviewed regularly, 

with additional informal assessment taking place as necessary.  
 
Equal Opportunities: At RK Bell, it is our stated policy to treat all workers and job applicants 

equally and fairly, irrespective of their sex, marital status, civil 
partnership status, trans-gender status, sexual orientation, race, colour, 
nationality, ethnic origin, national origin, culture, religion, age, or 
disability (‘protected characteristics’ as per the Equality Act 2010). 

 
Critical Medical: You will be expected to undertake an assessment of fitness for safety-

critical work only where it is necessary, or when requested by the main 
contractor. 

 
Drug & Alcohol: RK Bell reserves the right to carry out alcohol and drugs testing on all 

employees in the workplace. 
 
Health & Safety: You must look after the health and safety of yourself and anyone else 

who may be affected by what you do at work.  You must also co-
operate with us to make sure that we comply with current legal and 
organisational safety regulations. 

 
 
I have read, understood and accept the contents of the job description 

 

Signed: ………………………………………………....... Dated: …………………………………….. 

 

 
Print name: ………………………………………………. 
 


