
 

 

POSITION DESCRIPTION 

Position title OHS and Emergency Management Field Officer 

Section Risk & Resilience 

Employment type Full Time On going 

Classification Band 5/6 

Location Warrnambool 

Date Approved March 2019  

Approving Officer Branch Manager People & Resilience 

  
POSITION OBJECTIVES 
To monitor and provide expert advice to your allocated region in relation to Occupational 
Health & Safety & Emergency Management.  
 
The Officer will liaise with relevant work areas to ensure that corporate objectives relating 
to the implementation of relevant statutory requirements, standards and codes are met. 
  
The Officer will assist in the provision of Occupational Health & Safety training to ensure a 
pro-active attitude towards OH&S permeates the Organisation. 
 
The Officer will provide support to relevant work areas to ensure that the organisation is 
prepared for and able to respond to and recover from incidents and emergency events. 
 
KEY RESPONSIBILITIES & DUTIES 
 

 Work with Managers and Co-ordinators to ensure preventive action is taken to 
reduce the risk of injury to employees. 

 

 To ensure Wannon Water as an employer, meets the requirements of Dangerous 
Goods regulations with respect to introduction, storage and transport of materials; 
ensure relevant registers are up to date. 

 

 Provide legislative guidance in identifying OH&S issues. 
 

 Assist with audits with a focus on Health and safety including maintaining 
certification. 

 

 Encourage reporting and management of hazards and incidents in a timely manner 
and to the accepted standards. 

 

 Undertake adhoc worksite inspections. 
 

 Assist with the exercising of plans for sites (Manifested sites, Critical sites). 
 

 Where necessary participate in regional and municipal forums to discuss emergency 
management arrangements with other agencies. 
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 Co-operate & liaise with any Worksafe Inspectors. 
 

 Assist with the carrying out of evacuation drills. 
 

 Liaise with OH&S representatives on local workplace issues. 
 

 Assist in the planning and delivery of safety and Emergency Management training. 
 

 Work to develop Standard Operating Procedures and Safe Work Procedures. 
 

 Attend meetings/seminars, etc. to continually update knowledge of OH&S and Risk 
Management issues/legislations. 

 

 Keep OH&S and Emergency Management information on noticeboards up to date. 
 

 Keep emergency information at sites up to date. 
 

 Attend and partake in relevant OH&S Committee meetings. 
 

 Assist with OH&S Corporate Induction. 
 

 Assist in the completion of Risk Assessments based on priority and timing. 
 

 Assist in the development of inspection programs and procedural reviews. 
 

 Provide training in the policy/procedures for hazard and incident reporting. 
 

 Where necessary, assist Operational, Enhanced Operational and IMT teams and in 
conducting major incident investigations. 

 
ORGANISATIONAL RELATIONSHIPS 
 
Responsible to 

 
OHS & Emergency Management Coordinator 

  

External Liaison OHS Specialists, OHS Networks, Work Safe, Contractors, 
DELWP, Local Government, Emergency Services 
 

ACCOUNTABILITY AND EXTENT OF AUTHORITY 
Accountable to the OHS & Emergency Coordinator for the effective, safe and efficient 

performance of all duties and responsibilities. 

Provide advice and support to all employees as required.  

The freedom to act is subject to approval.  The effect of decisions and actions taken may 

be significant but are always subject to review by more senior employees. 
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JUDGEMENT AND DECISION MAKING 

The objectives of work are usually well defined but the particular method, technology, 
process or equipment to be used must be selected from a range of available alternatives. 
 

The work may involve solving problems using procedures and guidelines and the application 
of professional or technical knowledge, or knowledge acquired through relevant experience. 
 

Problems are occasionally of a complex or technical nature and to solve solutions may 
involve adapting previous experience and knowledge. 
 

Guidance and advice would usually be available. 
 
SPECIALIST SKILLS & KNOWLEDGE 
A knowledge and understanding of Occupational Health and Safety management systems 
and principles. 

 
An understanding will be required of the organisations Emergency Management activities 
and obligations. 
 

An understanding of the long term goals of the Risk & Resilience team and appreciation of 
the goals of the wider organisation. 
 

An understanding of the function of the position including relevant policies, regulations and 
precedents. 
 
MANAGEMENT SKILLS 

Ability to manage time, set priorities, plan and organise one’s own work, so as to achieve 
specific and set objectives in the most efficient way possible. 
 
INTERPERSONAL SKILLS 

High level oral and written communication skills 
 

Ability to engage and gain co-operation of employees to increase their understanding and 
competency in all health & safety matters.  
 

The ability to liaise with counterparts in other organisations to discuss specialist matters and 
within the organisation to resolve intra-organisational problems.  
 

Ability to use innovation and think laterally to resolve problems and address opportunities. 
 

Ability to write reports and prepare external correspondence as required. 
 

QUALIFICATIONS & EXPERIENCE 
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Current driver’s licence (mandatory) 
 

Experience working within an Occupational Health and Safety Management System.  
 

Qualifications in OH&S and or Emergency Management together with experience in working 
in the Water Industry or related fields is desirable. 
 
Experience in workplace training and assessment is desirable. 
 
A copy of current driver’s licence is required for inclusion on personnel record. 
 
INTEGRATED MANAGEMENT SYSTEMS 
Wannon Water will plan, establish, implement, maintain, comply with and continually 
improve an Integrated Management System containing the elements of: 
 

 AS/NZS ISO 9001: Quality management systems - Requirements 

 AS/NZS ISO 14001: Environmental management systems - Specification with guidance 
for use and AS/NZS ISO 14004: Environmental management systems - General 
guidelines on principles, systems and supporting techniques 

 AS/NZS 4801: Occupational health and safety management systems - Specification 
with guidance for use; and 

 HACCP based Drinking Water Quality Management System 
 
Every employee has the right and obligation to continually improve the Integrated 
Management System by:  
 

 initiating action that prevents deficiencies and 

 initiating, recommending and providing solutions to Management. 
 
 

OTHER INFORMATION 
 

Values 

Wannon Water employees will demonstrate the values of the Victorian Public Sector as 

described in the Code of Conduct for Victorian Public Sector Employees (Responsiveness, 

Integrity, Impartiality, Accountability, Respect, Leadership, Human Rights) as well as 

Wannon Water’s values: 

 Think It! 

 Work It! 

 Own It! 
 

We are committed to a destination where: 

 Our people love working at Wannon Water. 

 Our customers consider us great value. 

 Our community partnerships help this region flourish. 

 We are proud of our business excellence. 
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Inclusion and Diversity  

Wannon Water embraces all forms of diversity and promotes family friendly working hours and 

leave arrangements to ensure our workforce is representative of the community that we serve. 

 

Probationary Period 

All successful applicants will be subject to a three-month probationary period.  This may be 

extended to six months if required. 

 

Code of Conduct for Victorian Public Sector Employees 

The Corporation will require all successful applicants to adhere to the values and principles 

outlined within the Code of Conduct for Victorian Public Sector Employees. 

 

Policies and Procedures 

All employees will adhere to systems, policies and procedures in relation to the Corporation’s 

activities. 

Employees should also adhere to the following principle: 

“He or she shall not use the position for his or her personal gain or advantage, nor disclose 

any confidential information which may be acquired as a result of his or her employment by 

the Corporation”. 

 

Occupational Health & Safety 

Wannon Water has developed OH&S policies & Procedures that are designed to meet the 

requirements of the internationally recognised Australian Standard / New Zealand Standard 

4801 (AS/NZS 4801).  These standards ensure that all employees are provided with a safe 

and healthy working environment and compliance is mandatory.   

 

Equal Employment Opportunity 

Wannon Water observes the principles of Equal Employment Opportunity and it is the 

responsibility of each and every employee of Wannon Water to ensure the workplace is free 

from discrimination. 

 

Training & Development 

Wannon Water and its employees agree that well planned training is important to the success 

of the organisation.  Wannon Water will work with employees to identify areas where the 

provision of training is required.  An annual performance review of each employee will be 

undertaken by the employee’s manager/coordinator in consultation with the employee to 
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identify, plan and implement relevant training and development for the upcoming twelve 

months. 

Wannon Water commits to providing suitable targeted training to equip employees with the 

necessary skills and competency to undertake their work. 

 
Employee Manager 

Name   ______________________ Name  ______________________ 

Signature  ______________________ Signature ______________________ 

Date  ______________________ Date  ______________________ 

 


