Work Control Coordinator: OHSAS 18001

Role:
Ensure compliance, within assigned group or area, to the Work Planning and Control (WP&C) for Experiments and Operations Subject Area. Assist those, in assigned group or area, with the proper planning, scheduling, and implementing of their work activities.

Responsibilities:

(Ensure compliance, within assigned area, to the WP&C Subject Area, Section 2.0; this includes the following:

· Screen all external work requests.

· Screen all internal work requests not already covered by Standard Operating Procedures/Interim Operating Procedures or documented as “skill of the worker” tasks.

· Establish a system within their assigned area, either formal or informal, to ensure that the staff forward appropriate job/work requests for review.

· Inform the Experimental Review Coordinator of any task, within their assigned area, that affects Experimental Operations.

· When necessary inform the Building Manager of any task, within their assigned area, that affects the Facility Use Agreement.

· Maintain the Work Permit Logbook.

· Coordinate and assemble Walk Down Teams as appropriate.

· Serve as a member of Work Permit Walk Down and Review Teams.

· Categorizes or assists the Walk Down Team in categorizing Work Request/Permits.

· Assist the supervisors in assuring that work is being completed according to approved plans.

· Solicit feedback on the WP&C process.

· As appropriate perform “Work in Progress” (real time) reviews of complex tasks.

· Perform Work Permit close out activities: verify work area has been returned to an acceptable condition, and review work permit for completeness.

· As assigned by the Work Control Manager, represent their Department/Division in work planning activities and meetings.

( Assist in the development, implementation, periodic review and/or evaluation of the occupational safety and health management system. 

Accountabilities:

· To Work Control Manager, for group compliance with WP&C Subject Area Section 2.0.

· To area or group personnel, for assistance in planning, scheduling, and implementing work tasks.

· To service department supervision, for proper coordination of work requests.

Authorities:

· Act to ensure compliance with the WP&C Subject Area.

· Reject work requests that do not provide a detailed description of work to be accomplished.

· Temporarily place a hold on work that needs additional planning. Restart work when additional plans have been reviewed and put in place.
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