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Health and Safety Coordinator Position Description

	Position Title: 
	Health and Safety Coordinator

	Department: 
	Health & Safety 

	Location:
	Christchurch

	Reports to: 
	National Health & Safety Manager 

	Number of Direct Reports:
	Nil

	Date:
	Jan 2026



	Company Profile


Booth’s is a nationwide logistics company differentiated by our innate way of identifying people’s needs and delivering on them.  

Maybe it’s our experience, maybe it’s our upbringing. We like to think that finding a way is just a natural part of who we are. If customers have challenging requests, we’ll throw everything at it. When we just think that the team might need it, we’ll throw on the barbie.  

It’s this sixth sense that’s our not-so-secret secret to how we roll. 

Our ‘can do will do’ attitude is as much for our people, as it is for our customers. This natural way of being that’s in our DNA feeds a culture of thinking outside the box, empowering each other to make decisions and following through on what we say we’re going to do. 

This ability to see a need and deliver on it offers growth and opportunity for our people. If we can help every person feel valued by listening to their needs and finding a way, then we can help everyone reach their somewhere by being their somehow. 

	Purpose


[bookmark: _Hlk220155519]The Health & Safety Coordinator plays a key support role within Booth’s Logistics, ensuring the smooth operation of health and safety activities across the business.

This role provides essential administrative, analytical, and coordination support to the Health, Safety & Operational Excellence (HSOE) Business Partners and the wider H&S team. Responsibilities include supporting E-road or telematics reporting, logbook analysis, EcoPortal data quality checks, contractor pre‑qualification follow‑ups, SharePoint updates, and general H&S administration.

The Coordinator helps maintain high‑quality safety systems, supports incident management processes, and contributes to a positive safety culture across Booth’s Logistics.
	Key Responsibilities and Duties 


1. [bookmark: _Hlk220155914]Safety Systems & Data Quality
· Review and triage in‑cab technology events, escalating issues where required.
· Conduct logbook checks and support fatigue management processes.
· Perform EcoPortal data quality checks, correcting errors and ensuring accurate, complete information.
· Support the maintenance of H&S databases, registers, and reporting tools.
· Update and manage company H&S SharePoint platforms, ensuring documents, forms, and resources are current, accessible, and well‑organised.
· Assist with preparing monthly H&S reports and dashboards.
2. Support to HSOE Manager and Business Partners
· Provide administrative and coordination support to HSOE Manager and Business Partners across all branches.
· Assist with incident follow‑ups, documentation, and tracking corrective actions.
· Help prepare materials for toolbox meetings, H&S committees, and training sessions.
· Support the rollout of H&S initiatives, campaigns, and continuous improvement activities.
· Coordinate communication and follow‑up with branches to ensure timely completion of H&S tasks.
3. Contractor & Compliance Support
· Follow up on contractor pre‑qualification documentation and ensure records are up to date.
· Maintain contractor registers and support compliance checks.
· Assist with internal audit preparation and documentation collation.
· Support the team in ensuring compliance with HSWA 2015 and internal H&S policies.
4. Employee Engagement & Communication
· Coordinate the distribution of H&S posters, resources, and communication materials.
· Laminate, package, and send out safety materials to branches as required.
· Support the creation of simple H&S communications, notices, and updates.
· Maintain open communication channels with branches to support timely responses to H&S queries.
5. General Administration
· Provide administrative support to the National H&S Manager and wider team.
· Maintain organised digital and physical filing systems.
· Assist with scheduling meetings, taking minutes, and tracking action items.
· Support onboarding processes by preparing H&S induction materials.


	General Responsibilities 


All Booth’s Transport employees are expected to take responsibility for:
Health and Safety
· Comply with and promote the Company’s Health, Safety and compliance requirements
· Ensure that no action or inaction on our part while at work harms any other employee, customer, or member of the public.
· To follow the safe working practices set out in the Booth’s Health and Safety Manual (or its revised equivalent) and relevant policies.
Compliance
· Comply with all relevant legislation by utilising tools and equipment in place appropriately to support compliant behaviours
· Understand the chain of responsibility and your role within that chain, ensuring that your behaviours are of a standard that does not influence or breach the rules or laws
Teamwork
· Be a constructive team member by promoting and actively participating in meetings and providing effective advice, support and encouragement to staff.
· Share information, ideas and resources with others
· Behave in a way that supports Booth’s Transport brand and values.
Leadership
· Training and helping team members develop their skills
· Positively influence others to perform their jobs to the best of their ability
Customer Service
· Help promote and maintain a positive company image
· Consistently providing high quality service to customers and suppliers
· Deal efficiently and effectively with queries and correspondence from both internal and external customers/suppliers
· Manage customer complaints in a professional manner and escalate when deemed necessary to the Branch/General Manager


	Key Relationships


Internal 
· Health & Safety Team 
· General Managers (GMs)
· Branch Managers (BMs)
· Warehouse Managers 
· Health & Safety Representatives (H&S reps)
· People & Capability Team 
· All other Booth’s Logistics employees 
External
· Contractors 
· Suppliers 
· Consultants and Auditors 
· Regulatory Authorities 
· Industry Professionals, Associations and Bodies 

	Qualifications/Experience


Qualifications
· Relevant tertiary qualification or equivalent relevant experience. Ideally will have qualification and/or experience in Health & Safety, Occupational Health or related field 
· New Zealand Class 1 Drivers License essential (or ability to obtain one)
Experience
· [bookmark: _Hlk220157132]Experience in transport, health & safety, or administration is an advantage
· Proficient in software systems, including MS Office and safety management programs
· Familiarity with New Zealand WHS legislation (HSWA 2015) and H&S management systems
· Experience with H&S platforms such as EcoPortal (preferred)
Attributes 
· [bookmark: _Hlk220157161]Highly organised with strong attention to detail
· Confident communicator with a proactive, solutions‑focused approach
· Comfortable managing compliance processes and handling confidential information
· Ability to multitask effectively, stay reliable under pressure, and maintain accuracy
· Able to build positive working relationships across multiple teams
· Adaptable and comfortable working in a fast‑paced environment
· Strong communication and interpersonal skills
· Excellent time‑management and prioritisation abilities
· High professional standards and confidentiality
· Ability to work independently and collaboratively
· Calm, steady, and consistent in a dynamic environment

This position description provides a general overview of the Health & Safety Coordinator role and its responsibilities. Additional duties and responsibilities may be assigned as needed to meet the organisation's evolving needs.
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