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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



National Safety Manager
	Job Title:
	National Safety Manager
	FLSA Status:
	

	Department:
	Human Resources
	Reports To:
	VP of Human Resources

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The National Safety Manager will be responsible for providing guidance and direction for the planning, implementation and operation of the organization’s safety management program.  This is a leadership position that requires driving safety results across multiple business functions and geographies.  Assists with the identification of existing and potential hazards on project sites and recommends corrective measures to eliminate risk from the project sites.

Essential Duties and Responsibilities

1. Leads the overall strategy for improvement in company-wide Environmental Health and Safety (EHS) metrics and initiatives.  Develops policies and procedures to ensure compliance with regulations and guidelines.
2. Directs and guides the management team to develop, monitor, assess and improve EHS metrics.  Provides support for investigations of serious safety events, the analysis of root cause(s), supports/tracks the implementation of effective corrective actions, and prepares communications to share the lessons-learned from such events across the company.
3. Ensures compliance with all federal, state and local government laws within the United States.
4. Reviews, coordinates and provides comments on emerging and changing regulations to help minimize impact to the company.
5. Assesses business units to ensure required training is completed on schedule.  Ensures training programs are reviewed annually to ensure they are current and remain compliant with federal, state and local laws in the United States.  Partners with Human Resources and business leaders to design safety training for all levels of colleagues.
6. Chairs various internal committees that support the achievement our EHS mission, goals and objectives.
7. Serves as an agent of the company and representative in all safety related matters with a variety of entities including government agencies, customers and industry related groups.
8. Oversees injury management and assists human resources in worker compensation matters.  Develops and implements accident investigation, data analysis, and recurrence prevention programs and procedures.
9. Oversees injury management and assists human resources in worker compensation matters.  Develops and implements accident investigation, data analysis, and recurrence prevention programs and procedures.
10. Performs other duties and responsibilities as requested or required.
Job Skills Requirements:  

· Strong knowledge of health, safety and environmental training with the ability to develop, implement and coordinate comprehensive health and safety accident prevention programs

· Understanding of behavior-based safety a plus 

· Ability to effectively communicate ideas to colleagues, subcontractors and customers

· Strong analytical and research skills to define and solve problems

· Ability in assessing and prioritizing multiple tasks, projects and demands

· Excellent interpersonal skills

· Strong computer skills required (good knowledge of Outlook, MS Word, Excel and PowerPoint)

Education Requirements:

· Associate’s degree or equivalent experience

· Bachelor’s degree desirable

Experience Requirements:

· Minimum of five years of relevant environmental health and safety experience preferred

· Previous supervisory experience preferred but not required

Certifications & Licenses:

· OSHA 500 Trainer Certificate required

· Current First Aid and CPR certifications

Protective Clothing Required:  

This position may require Personal Protective Equipment (PPE) such as safety glasses, steel-toed shoes or work boots, etc. if visiting job sites.

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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