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Job Description 

	POSITION TITLE:
	EH&S Co-Op
	PREPARED BY:
	Charles Brazell

	DEPARTMENT:
	EH&S
	DATE:
	5/17/2010

	BUSINESS UNIT:
	Logistics  (AXC0S4)
	REPORTS TO:
	EH&S Manager




SUMMARY OF POSITION:  The EH&S Co-Op supports the Environmental, Health & Safety (EH&S) Manager in the effective management of EH&S programs, polices, procedures and initiatives. This position works closely with operational personnel to ensure training is completed as required, programs are followed as required and information is communicated to improve the overall EH&S performance of the facility.
 
ESSENTIAL FUNCTIONS: 
1. Adheres to all EH&S polices, programs and procedures and promotes safe work practices.
2. 
3. 
4. 

2. Provides EH&S related training to facility personnel and manages EH&S training records and materials.
3. Maintains equipment safety checklists and ensures appropriate personnel and contractors are aware of any issues noted during the inspections to ensure the continual safe operation of the equipment.
4. Conducts routine EH&S audits at the facility.
5. Develops EH&S programs and procedures and ensures appropriate document controls are applied.
6. Responsible for maintaining Material Safety Data Sheets and the overall management of the Hazard Communication Program.
7. Maintains all EH&S Communication boards throughout the facility.
8. Supports EH&S department in the development of presentations and other material needed for internal and external meetings.
9. Works on special projects and other duties as assigned by the EH&S Manager.
10. Indentifies Workplace Hazards and develops appropriate corrective actions to reduce incidents in the workplace.
11. Participates in incident investigations at the facility in conjunction with site personnel.
12. Conducts Industrial Hygiene Surveys and generates associated reports.
13. Must be able to interface with personnel from various departments and diverse backgrounds.
14. Must be able to effectively manage multiple tasks. Energetic and results oriented.

MINIMUM REQUIREMENTS:

	Education:
	High School Diploma.  Working towards degree in an EH&S related field.

	Experience:
	Demonstrated ability to handle multiple projects.  Knowledge of OSHA/EPA/DOT Regulations preferred.  

	Preferred Skills/Qualifications:
	

	Skills/Competencies:
	Must be able to work overtime when necessary and able to work different shifts/hours when required.
- Must feel comfortable in situations requiring public speaking (e.g. training).
- The individual must possess the attitude, judgment, skills, habits, knowledge and mental fitness associated with safety and must be detailed oriented.
- Normal mobility, manual dexterity, normal vision and auditory abilities required
- The individual must have working knowledge of Microsoft Office (Word, Excel, PowerPoint, Outlook) including the ability to use/create spreadsheets, graphs and presentations.

	Other Skills:
	- Must be able to speak, read and write the English language and possess a mathematical aptitude that allows the individual to add, subtract, multiply and divide quickly, accurately and legibly.



ORGANIZATIONAL RELATIONSHIPS/SCOPE:
Must have good interpersonal/leadership skills and be able to interface with all internal and external departments and associate levels.

WORKING CONDITIONS:
Professional world-class operation.  Business casual environment.  General office conditions with exposure to the manufacturing floor and distribution centers.

DISCLAIMER:
The above statements are intended to describe the general nature and level of work being performed by employees assigned to this classification.  They are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of employees assigned to this position.

I acknowledge the receipt of EH&S Co-op Description.  I have discussed the contents of the document with my supervisor and understand the expectations that have been set forth.

__________________________________________			_____________________________
Employee’s Signature						Date

I have presented this position description to the above-signed employee.
___________________________________________			____________________________
Manager’s Signature						Date
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