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Position Description


Title:


HSE Advisor
Reporting To:

Director, HSE
Division: 

Electric & Controls
Location:

Calgary, Alberta
Tarpon is searching for a HSE Advisor to join our Electric & Controls team in Calgary, Alberta. Working closely with the Occupational Health and Safety (OH&S) team, the HSE Advisor interacts with Tarpon employees to assist in the promotion and implementation of Tarpon’s OH&S policies and procedures.
Duties and Responsibilities
· Manages occupational or non-occupational related claims and correspond with appropriate insurer and company manager.
· Administers the company’s Modified Work Program while corresponding with the Alberta Workers’ Compensation Board.
· Assists with documentation preparation for required internal and external audits. 
· Identifies, organizes and inputs large quantities of safety information in corporate database generated through operating activities.
· Develops and maintains HSE filing system.
· Gathers and analyzes information from several sources in order to compile HSE statistical reports.
· Assists on special projects that will require strong computer and administration skills and systems knowledge.
· Assists with identifying and managing training needs as required by Tarpon’s safety management policy and Canadian Safety regulations.
· Researches and provides list of approved HSE vendors/consultants for required HSE training.
· Provides administrative support for safety teams as required.
· Files vehicle and equipment insurance claims.
· Enters all incidents into Safe Enterprise software.
· Implements, coordinates and manages an ongoing caseload of active non-work related and work related disability files. 

· Utilizes appropriate resources to ensure effective individual case/claims management process, including Human Resources, Payroll, Safety, third party medical advisors and case managers.

· Works closely with groups and the employee to complete and process claims information.

· Applies policies and procedures to ensure efficient, productive and cost effective results.

· Uses computer software to update disability case records and generate up-to-date reports. 

· Liaises with all applicable case managers to ensure timely Return To Work (RTW) occurs.

· Maintains regular contact with injured employees with a focus on early RTW.

· Works with HR or HSE representatives to prepare and submit appeals. 

· Negotiates RTW activities between the employee and the immediate supervisor.

· Informs employees of Tarpon’s modified work program and works with the employee and manager to coordinate the employee’s return to work.

· Works with HR and HSE representatives to modify and refine Tarpon’s RTW policies and strategies.

· Communicates effectively with necessary parties, ensuring that confidentiality is strictly maintained.
· Monitors claims activity for objectionable findings.
· Complies with standards and procedures of Tarpon’s Health & Safety Manual and Occupational Health & Safety Regulations.

Skills, Abilities and Educational Background

· Working towards completion of a Certificate in Occupational Health and Safety and/or Canadian Registered Safety Professional (CRSP) Certificate.

· 3 – 5 yrs of working experience in a direct Health and Safety role (preferably in construction or oil & gas industry). 

· Current H2S and WHMIS certification required. 

· Experience delivering safety presentations to groups of people. 

· Solid understanding and belief in the importance of safety. 

· Intermediate knowledge of MS Office suite, including Word, Excel and Outlook. 

· Strong organizational skills to properly coordinate large volume activities and to meet deadlines. 

· Strong and effective communication skills to work with all Tarpon employees, contractors and clients. 

· Able to work independently with little or no supervision. 

Must have own transportation as location is not accessible with public transportation.
Compensation

Tarpon offers a very attractive compensation package that includes a competitive salary, a full benefits plan that is effective on the first day of employment and a matching RRSP program. Tarpon has an open and team-oriented culture that focuses on communication, integrity, innovation and respect. Employees take pride in their work and are the single most important reason why Tarpon offers superior customer service.

To Apply

To apply for this posting, e-mail your resume and cover letter to careers@tarponenergy.com. You can also apply by faxing or mailing your resume and cover letter (stating position title) to: Tarpon Energy Services Ltd., 7020 - 81 Street SE, Calgary, AB  T2C 5B8;  Fax: 403-265-5825
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