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Position/Title:
 Safety and Office Coordinator   
Job Summary: 

The Safety and Office Coordinator will organize and coordinate office administration and procedures, in order to ensure organizational effectiveness, efficiency and safety. The Coordinator is responsible for developing intraoffice protocols, streamlining administrative procedures, inventory control and monitoring office health and safety practices.

Essential Responsibilities/Job Functions: Safety  

· Reviews ongoing local, state, federal regulations to ensure Company implements best practices.

· Incorporates CDC, OSHA and other regulatory guidelines into all Company protocols.
· Safety Committee Member to collectively manage, oversee and execute Company initiatives timely and efficiently. 

· Works with vendors to obtain proposals for services, supplies and equipment that will enhance workplace health and safety. Presents recommendations to Leadership once vendors are vetted with a thorough analysis. 

· Inspects the facility to identify safety, health, and environmental risks.

· Inspects the building “common areas” to ensure building management is implementing and maintain the highest health and safety standards (ie. lobby, elevators, janitorial services). 

· Develops and implements inspection policies and procedures, and a schedule of routine inspections. Reports findings to Leadership with recommendations. 

· Prepares and schedules training to cover emergency procedures, workplace safety, and other relevant topics.

· Monitors employee compliance with safety and health procedures. Escalates concerns to Leadership in a timely manner to discuss next steps. 
· Ensure signage is in place in all Company areas to promote health and safety protocols and compliance 

Essential Responsibilities/Job Functions: Office 

· Manages and maintains current record keeping for Parking and Datawatch badges for onboarding and terminated employees 
· Communicate with building management and be the point person for maintenance, repairs, mailing, shipping, supplies and errands

· Responsible for organizing office operations and procedures and managing relationships with vendors, service providers and deliveries

· Must participate in Hurricane Readiness Team

· Provide assistance with corporate events and meetings 

· Provides general support to employees and visitors

· Manages internal and GRM Storage

· Cross trained in backup reception coverage

· Performs other assigned duties and special projects on an as needed basis

Required Skills/Abilities: 

· Bachelor’s Degree.

· 3+ years of experience (office management, project management, health and safety, etc.). 

· Knowledge of environmental regulations and policies.

· Excellent problem-solving skills.

· Strong written and verbal communication skills.

· Excellent organizational skills and attention to detail.

· Independent worker/confident.

· Proficient in Outlook, Word and Excel
· Excellent customer service/phone skills and professionalism 
· Able to work well as a team 

· Good at taking direction

How to Apply:

If you are interested in this position, please send your resume to Caroline Blanco at cblanco@femwell.com
Please be sure to include the following in your e-mail:

· The title of the position you are applying for in the subject line.

· The date at which you are available to start.

· Your salary requirement

· Your contact information 

Once your e-mail is received someone will contact you regarding an interview. 

Please note that submitting your resume does not guarantee an interview or position placement.

3225 Aviation Avenue, Suite 700





Coconut Grove, FL 33133


