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JOB TITLE: Safety Coordinator/Trainer       REPORTS TO: Operations Director         

FLSA: Non-exempt       Fulltime /  Part Time  DATE: July 2026 

Position Summary 

The Safety Coordinator / Trainer is responsible for developing, implementing, and maintaining 

workplace safety programs to ensure compliance with OSHA regulations and industry best 

practices. This position provides safety training to employees, conducts workplace inspections, 

coordinates incident investigations, maintains required documentation, and promotes a culture 

of safety throughout the organization. 

Essential Duties and Responsibilities 

OSHA Compliance 

• Monitor and ensure compliance with federal, state, and local safety regulations. 

• Maintain and update OSHA-required programs, policies, and procedures. 

• Conduct periodic compliance audits and facility inspections. 

• Maintain OSHA logs and required safety records. 

• Assist management in preparing for OSHA inspections and responding to regulatory 

inquiries. 

Safety Training 

• Develop and deliver safety orientation and ongoing employee training programs. 

• Train employees on workplace hazards, safe work practices, emergency procedures, 

and required OSHA topics. 

• Conduct refresher training and maintain training documentation. 

Workplace Safety Programs 

• Identify potential workplace hazards and recommend corrective actions. 

• Conduct routine safety inspections and risk assessments. 

• Assist in developing Job Safety Analyses (JSA) and standard operating procedures. 

Incident Investigation 

• Investigate workplace incidents, injuries, and near-miss events. 

• Determine root causes and recommend corrective actions. 

Emergency Preparedness 

• Assist in developing and maintaining emergency action plans. 
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• Coordinate emergency drills and evacuation procedures. 

• Ensure availability and inspection of safety equipment, including first aid supplies, fire 

extinguishers, and PPE. 

Documentation and Reporting 

• Maintain training records, inspection reports, and compliance documentation. 

• Prepare monthly and quarterly safety reports for management. 

• Track corrective actions and follow up on completion. 

Qualifications 

Required 

• High school diploma or equivalent. 

• Knowledge of OSHA standards and workplace safety regulations. 

• Experience conducting safety training and presentations. 

• Strong organizational, communication, and recordkeeping skills. 

• Ability to conduct workplace inspections and identify hazards. 

• Proficiency with Microsoft Office applications. 

Preferred 

• Associate's degree in Occupational Safety, Industrial Hygiene, Human Resources, or 

related field. 

• OSHA 10-Hour and/or OSHA 30-Hour certification. 

• CPR/First Aid/AED certification. 

• Experience in manufacturing, assembly, packaging, warehouse, or nonprofit work 

environments.    

• Experience working with diverse employee populations and individuals with employment 

barriers. 

Physical Requirements 

• Ability to walk through production and warehouse areas. 

• Ability to lift up to 25 pounds occasionally. Ability to stand, bend, and move throughout 

work areas during inspections and training activities. 
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______________________________________ 

                   Employee Print Name 

______________________________________ __________________ 

                   Employee Signature                  Date 

 

______________________________________ __________________ 

                Supervisor’s Signature                                       Date 

 


