City of Chattanooga, TN

Classification Title:  Safety Program Coordinator

	Department: 
	Human Resources
	Pay Grade:
	21

	Supervision Received From:
	Director Risk Management and Insurance
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	N/A
	Established:

Revision:
	06/29/07

07/01/13


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for administering, reviewing, evaluating and analyzing workplace environments including designing, implementing and maintaining programs and procedures to improve employee safety and to control, eliminate and prevent injury or disease caused by chemical, physical and biological agents or ergonomic factors. Works under general supervision.
SERIES LEVEL:

The Safety Program Coordinator is the third level of a four level risk/safety series.

ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Serves as a lead to departmental Occupational Safety & Health Specialists to include assigning and monitoring work, training staff on work methods and procedures, and providing direction.

· Develops the City’s safety program for all departments, interprets, applies and ensures compliance with occupational safety and health laws, environmental protection guidelines, motor carrier guidelines, and other applicable laws and regulations.

· Monitors new laws and incorporates changes into City policies.

· Administers the City’s Injured On Duty (IOD) program.

· Develops and maintains medical monitoring programs for employees injured on duty.

· Tracks all departmental and City injured on duty claim costs.

· Develops trend analysis for injuries and illnesses including but not limited to the following factors: frequency, severity, cost and related data.
· Monitors and enforces the City’s compliance with applicable safety and related regulations including the TN Occupational Safety & Health Act.

· Reviews injuries to ensure prompt and effective medical treatment.

· Investigates injury causation factors and determines how such factors may be mitigated or prevented.
· Inspects and evaluates workplace environments, equipment and practices to ensure compliance with safety standards and government regulations.

· Develops and implements and conducts safety training programs for City employees.

· Audits departmental safety training to ensure compliance with applicable laws and regulations.
· Conducts job safety analysis for operations and equipment to assist in identifying problem areas and potential workplace hazards.

· Develops a list of safety sensitive positions in conjunction with the City Attorney.

· Maintains the City’s random drug testing program for commercial driver licensees and for safety sensitive positions in accordance with applicable regulations and coordinates drug testing with the wellness clinic.

· Provides monthly reports on safety training, occupational injuries, appropriate OSHA reporting, financial reporting and ad hoc reports. 
· Prepares reports to inform management of the status and implementation plans of programs and services.

· Monitors and ensures the effective use of the occupational clinic.

· Establishes objectives and evaluates criteria for the occupational clinic.

· Develops, compiles and reviews reports from various data management systems to assist with reporting needs. 

· Communicates with medical providers, insurance carriers, local, state and federal agencies to exchange information, resolve problems, and coordinate activities.
· Assists in the development of the budget for areas of assignment and monitors related expenditures.

· Represents the City and/or the Division at a variety of internal and/or external meetings, public events, training sessions, on committees, and/or other related events in order to receive and/or convey information.
MINIMUM QUALIFICATIONS:

Bachelor’s Degree with major coursework in occupational safety and health, risk management, or business administration supplemented by three years of progressively responsible experience in occupational safety and health, risk management, loss prevention or related field.
LICENSING AND CERTIFICATIONS:
None
KNOWLEDGE AND SKILLS:  
Knowledge of risk management principles; safety and health program principles and practices; supervisory principles; budgeting principles; business and management principles involved in strategic planning, resource allocation, leadership technique, and coordination of people and resources; applicable Federal, State, and Local laws, ordinances, codes, rules regulations, policies, and procedures; applicable safety requirements; workers’ compensation principles; principles and practices in assigned area of responsibility; and, customer service principles.
Skill in monitoring and evaluating subordinate staff; prioritizing and assigning work; interpreting and applying applicable laws, ordinances, codes, rules regulations, policies, and procedures; planning and coordinating emergency preparedness plans; estimating damages and adjusting claims; evaluating, auditing, deducing, and assessing data utilizing established criteria; anticipating problems and developing alternative strategies; interpreting a variety of technical information with abstract or concrete variables; performing mathematical calculations; drawing accurate conclusions from financial and numerical material; and, communication and interpersonal skills as applied to public speaking and presentations, interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.
PHYSICAL DEMANDS
Positions in this class typically require:   climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, feeling, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

SPECIAL REQUIREMENTS:
Safety Sensitive:  N  
Department of Transportation - CDL: N
Child Sensitive: N

The City of Chattanooga, Tennessee, is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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