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 An Roinn Coimirce Sóisialaí

Vacancy Form

Please complete all fields in block capitals
Fields marked * must be completed.

Employer Details


	Employer Name *

Solutions Recruitment Ltd
	

	Full Postal Address *

PRINCES QUAY HOUSE

 15 PRINCES STREET

TRALEE

CO. KERRY



	Mainline Telephone no. *0667129579

(Must be a landline/please include area codes)
	Company Fax No.0667129585

(Please include area codes)

	Email address  : brendan@solutionsrecruitment.ie


	Description of Business: Engineering Company 




	Main Contact Person * BRENDAN TIMOTHY
(First name, last name and title if appropriate)

	Telephone no.  0667129579
(If different from above) 
	Fax no. 0667129585
(If different from above)

	Email address: brendan@solutionsrecruitment.ie

	



Vacancy Details

	Job Title *  Health, Safety, Quality and Environment (HSQE) Administrator


	The Role

This role will be varied and will cover all areas of the business. The ideal candidate will have excellent organisational and communication skills The role is full-time permanent position.

Main Duties

Responsibility for key areas within HSQE


· Maintaining certification to ISO 9001, ISO 14001, ISO 45001 as well as additional accreditations

· Occupational Health and Safety: Assisting in maintaining a safe place of work for all employees as well as ensuring all employees receive mandatory Health and Safety training

· Quality: Assisting with ensuring our Targets and Programme for improvement are delivered in the agreed timeframe

· Environment: Assisting with Environmental tracking and controls

· Documentation: Assisting with the management of all relevant documentation

· Ensure all changes to policies are properly recorded, tracked and effected efficiently within the business

· Assist in overseeing and reviewing the Quality Systems and to achieve and maintain ISO9001 accreditation for the company.

· Ensure all Health & Safety, Financial, Operational, IT, HR and Group Policies and Procedures and any data contained therein is revised and updated within guidelines 

· Assist in investigation of any issues arising from incidents, complaints or non-complicane

The Candidate – The ideal candidate will have:


· Understanding of the importance of working with documented processes, the ISO system and Health and Safety  
· 2 years or more administration experience is derisable 
· Strong customer service skills

· A third level qualification is deserirable though not essential 
· Proven excellent time management, multi-tasking, and organisational skills

· The ability to prioritise tasks and be used to working on your own initiative

· Excellent working IT knowledge

· The ability to be adaptable and to work under pressure 
· Good on detail 
· Well organised
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No. of years of experience required       1                    No. of Positions * 1+ 



	
Please check this box if Temp Position           


	Days/wk  5 

	Hrs/wk * 39 +

	Daily hrs 8

	Start date for job   ASAP
	End date for job (if temporary) OPEN


	Min salary. EXCELLENT SALARY , DOE

	Max salary. 

	

	Specific Job Location                 CO. KERRY
(If different from company address)



	How to apply *

Email?    X                   Fax?   X                   Phone?                        Postal CV?      

Email to: brendan@solutionsrecruitment.ie


	Other application arrangements

(E.g. mobile telephone number, suitable call times etc)



	How long would you like to advertise your vacancy? *

     1 Week                         2 Weeks                          3 Weeks                        4 Weeks         X
If your vacancy is still open after the period specified above, simply telephone us and we will extend the closing date immediately.


Contact Centre staff may contact you for more detail if necessary.
Please note the following: -

Your vacancy will appear on the JobsIreland website within 1 working day of our receiving this form.  Please correct any errors immediately by phoning 1800 611 116 Outside of ROI  00 353 46 9738000.

NB: It is most important that positions which have been filled are removed from public displays.  We ask that you  remove advertisements form us immediately if you no longer wish to receive applications for this vacancy. This is so that we can remove it 
Tel: 1800 611 116          Fax: 046 9738017          Email: jobsireland@fas.ie    Website:  www.welfare.ie
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