
 
 
 

Senior Advisor - Health, Safety 
and Wellbeing – Job Description 

 
 

 English Language Partners New Zealand 
Who we are: English Language Partners New Zealand (ELPNZ) is a national not-

for-profit organisation working with former refugees and 
migrants and operates in 22 locations throughout the country. 
We deliver English language tuition and settlement support to 
adults through a range of services. We are a NZQA Category 1 
provider, and our activities are primarily funded by the Tertiary 
Education Commission. Our national office is in Wellington.  

Our vision:   Former refugees and migrants settle well and succeed in 
Aotearoa New Zealand. 

Our purpose:   We teach English and support people to settle, work and 
succeed. 

Our values:

 

Senior Advisor - Health, Safety and Wellbeing 

Why I’m here: To bring technical expertise and leadership in Health, Safety and 
Wellbeing and guide ELP through a change process to develop and 
mature its’ culture and practices around HS&W over a two-year 
period.  

You’ll work as part of the People & Culture team alongside senior 
leaders and the Board to set the direction for Health, Safety and 
Wellness and support the development of both a strategic 



framework and operational HS&W management system to ensure 
ELP has the programmes, policies, governance and leadership in 
place to keep our people safe at work and deliver on our vision for 
the workplace.  

Reporting to:   People & Culture Manager (PCM) 

Location: National Office, Wellington 

Working with: Chief Executive (CE), Senior Management Team (SMT), National 
Office staff and Centre Managers and staff, volunteers, and 
contractors. Health and Safety Representatives, HS&W Committee 
Members.  

Other education providers, Health and Safety networks, external 
training providers, WorkSafe NZ, HS&W IT vendors, Suppliers, 
Building Managers as required. 

Last Review: March 2023 

 

KEY ACCOUNTABILITIES KEY OUTCOMES 

1. Strategic direction setting 
and leadership. 

Works in partnership with the 
Board, CE and SMT to develop a 
strategic framework and workplan. 
 
Provides expert advice to the 
organisation on Health and Safety 
issues and best practice including 
the physical environment, security 
and wellbeing.   

• Support the CE, Board and SMT in setting strategic direction 
for Health, Safety and Wellness (HS&W) across the 
organisation.  

• Lead the development of a practical, plain English, strategic 
plan that is right-sized for our organisation.  

• Contribute to the development and implementation of the 
HS&W three-year workplan. The first two years will be the 
project and change work, the third year will be the plan as 
we transition to BAU.   

• Undertake strategic plan projects (as agreed in an annual 
work plan). 

• Scan the environment for emerging HS&W issues and 
legislation changes, and advise on impacts for ELPNZ, 
suggesting recommended enhancements in process or 
policies. 

• Lead the design and redevelopment of the HS&W Board 
reports and metrics to support governance requirements 
and robust decision-making in HS&W. All advice and 
recommendations provided are evidence-based and well-
reasoned. Provide support to the Board HS&W Sub-
Committee as needed.  

• Undertake tasks as requested by the PCM and CE.  

2. Operational Management 
– Health, Safety and 
Wellbeing  

• Design, develop, implement, and manage a sustainable 
health and safety management system and related 
continuous improvement initiatives.  



KEY ACCOUNTABILITIES KEY OUTCOMES 

Works in partnership with the 
organisation to design and 
develop a robust and fit-for-
purpose HS&W management 
system that ensures effective 
management of critical risks.  

• Partner with the business at all levels and collaborate with 
the Facilities Manager and Volunteer Coordinator to ensure 
HS&W practices and processes are aligned and seamless 
across the organisation. 

• Provide practical advice and support to managers around 
HS&W issues, transferring knowledge and skill for their own 
management of future issues.  

• Work with staff and managers to identify and mitigate 
security, health, safety, and wellbeing hazards and identify 
and mitigate critical risks.  

• Ensure critical risks and their controls are identified, well 
understood and well managed within the business.  

• Lead the development and maintenance of HS&W policies 
and procedures, ensuring they are future-focused and 
created in line with relevant legislation, ELP’s values and 
desired culture.  

• Lead the development of effective HS&W data gathering to 
inform reporting, projects, and planning.  

• Ensure the CE, Board and SMT have the required reporting 
to ensure compliance under the HSWA Act.  

• Support managers in the development of return-to-work 
plans to support individuals returning to work after injuries 
or long absences. 

• Manage the lockdown system and processes.  

• Lead analysis to determine whether workplace assessments 
are needed at ELP and implement as needed.  

• Work with PCM to ensure HS&W budget is used effectively 
to deliver maximum impact for the business.  

3. Culture & Change Process  

Supports the organisation through 
change, embedding a mature and 
engaged culture and awareness 
around HS&W.  

• Ensure there is a visible commitment to health and safety at 
all levels across the ELP.  

• Support the adoption and implementation of policies and 
procedures throughout the organisation.  

• Lead HS&W project communications as needed, including 
facilitating working groups, developing key messages and 
communication materials, promoting, and posting 
information internally on Teams and myELP. 

• Support the CE, SMT, CMs and staff through the 
organisational change processes and to transition the new 
HS&W practices and procedures into business-as-usual 
(BAU) work.  

• Ensure that organisational change is completed in an 
inclusive, respectful, and transparent way that is 
legislatively compliant. 

• Engage legal services, when appropriate, to ensure the best 
possible outcome for ELPNZ. 



KEY ACCOUNTABILITIES KEY OUTCOMES 

4. HS&W IT system 
management  

Ensures the HS&W IT System is fit 
for purpose, delivers usable data, 
meets users’ needs and delivers a 
great employee experience.  

• Lead the review and redevelopment of our HS&W IT system 
(GOSH), ensuring it is fit-for purpose and meeting 
organisational needs.  

• Maintain ownership and oversight of day-to-day 
maintenance, process and changes impacting GOSH, 
including configuration and permissions, etc.  

• Manage integrations to 3rd party vendor solutions.  

• Provide advice and guidance on assessing and sourcing 
alternative systems should the current system be 
insufficient to meet organisational requirements.  

5. Wellbeing and worker 
Engagement  

Establishes a HS&W Committee 
and works with the organisation 
to enhance wellbeing.  

• Lead the development and functioning of the ELP HS&W 
Committee and charter, ensuring a broad cross-section of 
ELP’s workforce is represented.  

• Guide the Health and Safety Representatives (HSR) and 
Chair the HS&W Committee. 

• Ensure worker voice and feedback from the HS&W 
Committee is effectively integrated into HS&W systems and 
processes.  

• Lead and champion wellbeing interventions and initiatives 

• Undertake identification of areas (hotspots) where Pastoral 
care, wellbeing initiatives and interventions will benefit the 
ongoing wellbeing of our managers and staff. 

6. Compliance and reporting 

Ensures the business is adhering 
to its’ HS&W systems and 
processes.  

• Conduct annual reviews and update Health and Safety 
related policies and procedures. 

• Coordinate internal health and safety audits, ensuring 
requirements are met and treatment actions are 
undertaken.  

• Oversee external audit programmes as needed. 

7. Learning and 
development 

Ensures staff understand their 
roles and responsibilities relating 
to Health, Safety and Wellbeing. 

 

• In partnership with the business and PCM identify HS&W 
learning and development needs appropriate for the 
different levels in the organisation.  

• Oversee the development of HS&W related training 
programmes for staff, including workshops, manuals, staff 
manuals and reports.  

• Oversee the redesign and delivery of HS&W Inductions.  

8. Diversity and Inclusion 

Ensures HS&W systems are 
inclusive and designed with a 
CALD environment in mind.  

 

• Undertake work to review and reduce risk of exclusion with 
HS&W systems and processes. Considers the impact of 
language and cultural factors in design and development of 
HS&W systems.  

• Support and contribute to the organisation’s development 
of diversity and inclusion work. 



KEY ACCOUNTABILITIES KEY OUTCOMES 

9. Professional standards 
and evaluative self-
assessment 

Contributes to their own 
professional development and 
undertakes additional duties as 
required and delegated by the CE, 
to meet the priorities and needs of 
the business. 

• Maintain personal professional standards through 
professional development (where relevant and agreed). 

• Participate in ongoing evaluative self-assessment and 
contribute to a culture of innovation and continuous 
improvement. Provides information for the ESA team as 
requested. 

• Attend and contribute at staff meetings, planning days, 
National Office Quality Standards Review, and other 
meetings as required. 

• Build strong and collaborative interdepartmental 
relationship with the national office teams. 

• Observe ELPNZ Guiding Principles, Code of Conduct, 
policies, and procedures.   

10. Health, Safety & Wellness  

Proactively engages and leads by 
example in all areas of health, 
safety and wellness of the 
organisation.  

• Proactively engage with and lead by example in all areas of 
health, safety, and wellness of the organisation.  

• Comply with workplace safety management practices, 
policies, and procedures to support a healthy, safe, and well 
culture. 

 

Knowledge, Technical Skills, and Experience: 

Essential 

• Relevant qualification and professional grading in Health & Safety, IOSH, NZISM, 
HASANZ, Safe Plus accredited or similar 

• 7+ years Senior level experience working in the health and safety field 

• Experience delivering Board level reporting and advice (risk management, incident 
management) 

• Demonstrated experience in developing and implementing health and safety 
strategies, plans and programmes to ensure efficient service delivery with a focus on 
quality and risk management 

• Experience in delivering national health, safety, and wellness programmes and 
initiatives 

• Expert knowledge of relevant Legislations including the Health and Safety at Work 
Act 2015 

• Demonstrated knowledge of health and safety best practices 

Desirable 

• Experience working with not-for-profit organisations, ideally with experience 
supporting a large volunteer and contractor worker base 

• Experience in adult education and H&S training and development 

• Knowledge of cross-cultural environments, English language learning, and the wider 
education sector 



Personal Qualities 

• Pragmatic problem-solving skills, with a focus on delivering fit-for-purpose solutions 
that are operationally viable 

• Ability to communicate complex ideas to a variety of audiences and build and 
maintain rapport with others 

• A curious critical thinker who is forward thinking and holds the ability to challenge 
the status quo 

• Be flexible and highly adaptable to ever changing priorities 

• Effective time management skills and ability to juggle multiple priorities. 

• Able to work under pressure/ tight timeframes 

• Sound judgement and initiative 

• Ability to design and monitor systems and processes 

• Welcomes and values diversity and contributes to an inclusive working environment 
where differences are acknowledged and respected 

• Commitment to the Treaty of Waitangi and knowledge of how it applies to migrants 
and former refugees in Aotearoa/New Zealand 

• An understanding of or willingness to learn about the issues relevant to the former 
refugee and migrant communities 

• Able to travel throughout New Zealand as required 

• (desirable) A current clean driver’s licence and able to use own vehicle for travel 


