	SAFETY COORDINATOR





DEFINITION





Under direction of the Risk Manager; develops, implements and coordinates occupational health and safety programs for Dane County.  Assists county departments, safety committees, managers and employees in identifying and resolving occupational health and safety issues and ensures that county-wide programs are implemented and maintained.  Receives and disseminates health and safety information to the appropriate staff.  Conducts accident and risk investigations and serves as staff support to various committees and/or work groups which may be created.  Performs related work as required.





EXAMPLES OF DUTIES





Develops, implements and coordinates safety programs with all county departments; collects and analyzes data on safety hazards with questionnaires, personal interviews, on-site observations and review of accident and injury records; prepares a variety of statistical and other reports based on available data, on causes and prevention of accidents and injuries; serves as technical expert on applicable federal, state and local occupational health and safety laws, rules and regulations which includes communicating information to departments as needed, coordinating associated compliance and reporting activities; receives, reviews and responds to employee complaints, questions and concerns on occupational health and safety issues; works with all employees, unions and departmental management in the promtoion of better occupational health and safety practices; provides counseling and training as needed; reviews develops and recommends procedural changes when appropriate; prepares necessary reports and communications to managers, employees and safety committees on safety and occupational health issues; implements and delivers training programs; assists departments with setting priorities and evlauates the effectiveness of departmental safety programs; assists managers and other county staff in developing safety policies, safety procedure manuals and related work rules as needed; identifies and acquires necessary training and informational materials; develops incentive programs to strengthen employee involvement and commitment to occupational health and safety goals; conducts investigations of accidents and injuries; provides assistance to the Risk Manager and other appropriate bodies in the development of policies, procedures and programs designed to reduce the incidence of job-related accidents and illnesses, identifies and eliminates safety hazards and encourages safe working habits and environments; serves as staff to the County Safety Committee; maintains OSHA logs and related files; prepares educational and public informational material; attends a variety of meetings related to safety.





EMPLOYMENT STANDARDS





Education and Experience:  A degree in the field of Safety or a related field or any combination of training and experience equivalent to a bachelor's degree in occupational health and safety or related field and  three years of responsible administrative experience in the operation of a program in an occupational health and safety field.  Experience must include two years of significant involvement in safety program development, implementation and monitoring and safety hazard identification and resolution.  
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Knowledges and Abilities:  Knowledge of administrative practices and procedures required for the management of an occupational health and safety program.  Knowledge of the principles and laws concerning occupational health and safety.  Knowledge of safety hazard techniques and statistical methods for analyzing accident and injury data.  Must have the skills to organize, recommend on the purchase and/or prepare and present safety training courses.  Ability to write policies and procedures.  Ability to organize and revise safety programs in a variety of work environments.  Ability to write and present proposals in a clear and concise manner.  Ability to establish and maintain effective working relationships with federal, state and local agencies involved in occupational health and safety.  Ability to detect unsafe working or operating conditions and safety training needs.  Ability to perform ergonomic assessments.  Ability to use various testing/monitoring equipment including air sampling equipment.








Special Requirements:  Possession of or ability to obtain a valid Wisconsin driver's license.  A safe driving record is required.
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