                                                        Job Description 

                                                                  Safety Coordinator

Supervisor:  Manager of Human Resources

The Safety Coordinator will be responsible for coordinating/delivering, as well as leading the Factory/Headquarters, 
 Safety training program.  This includes:

Essential Functions:

· Coordinate the plant safety program and chair the safety committee. Maintain agenda, minutes, and attendance for Safety Committee Meeting.

· Summarize and present safety data to the Management meetings 

· Ensure that all employees are properly trained in their respective job duties and are aware of potential safety and/or health risks

·  Complete monthly safety audits and following-up on safety concerns and corrective action needed to address areas of concern

· Ensure compliance with OSHA compliance and legal requirements

· Coordinating annual OSHA compliance training for all employees as well as developing and delivering in-house training programs

· Ensuring Form 300 OSHA documentation

· Assisting special projects as needed

· Work collaboratively with Human Resource Workers Compliance personnel and the Occupational Health and Wellness Coordinator

Knowledge Skills and Abilities:

· Excellent oral , written, and presentation skills

· Bi-lingual in Spanish and English

· Ability to effectively facilitate meetings

· Working knowledge of Cal-OSHA/HAZMAT guidelines

Qualifications:

· 1-2 years experience

· First-Aid/CPR certificate

· Working knowledge of various computer software systems required.
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