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Tanya Baines | HSE Advisor 

Location: xxxxxxxxxxxxx 
Telephone: xxxxxxxxxxxxxx 

Email: xxxxxxxxxxxxxxxxx 

Professional Profile 

‘An astute and diligent HSE Expert and Risk Assessor specialising in the rail and construction sector with 
unrivalled skills in identifying inferior and risky practices, and replacing them with legally compliant 

protocols, regulatory standards of operation and organisational best practice.’  

During my current tenure the number of accidents and serious incidents has plummeted through 
implementing life and injury saving processes, providing robust training and monitoring activities closely, I 
have successfully protected both personnel and my employer. 

Core Skills 

• HSE/HSQE Expertise 
• NEBOSH, IOSH & ISO 9001 
• Regulatory / Sentinel Compliance 
• H&S Legislation & Industry Standards 
• Risk Assessment / Mitigation 
• Strong Negotiation & Influential Skills 

• Staff Management  
• Competency Needs Assessment 
• Training Course Coordination 
• Networking, Presentation & Communications  
• Exceptionally Organised & Logical 
• Sage Accounts and Payroll 

Career Summary 
Feb 2015 – Present  Company 
    HSE Advisor 
Promoted to provide effective communication of all HSE protocols and standards to contractors and 
employees at two south eastern rail depots and within five months allocated two further sites covering 650 
personnel. 
Key Responsibilities 
• Instigates and leads safety meetings and utilises internal communication channels to update and instil 

all health and safety legislation and regulatory requirements in potentially hazardous environments.  
• Devises monthly HSE KPIs and monitors activities to ensure all targets and mandatory protocols are 

adhered to, personally undertaking inspections across four client sites.  
• Conducts risk assessment for operational units and addresses any issues arising, providing direction, 

advice and guidance on procedural/environmental improvements. 
• Participates in incident and accident investigations to determine cause and fault, preparing reports for 

use in recommending any changes. 
• Performs safety briefings and tool box talks on site.  
• Actively participates in a variety of safety forums and remains abreast of new developments in 

legislation and regulations with a view to embedding best practice and continual improvement. 
• Maintains and updates all records pertaining to health and safety matters. 

Key Achievement 
• Significantly reduced RTAs and incidents on site; identified a lack fatigue management and with a 

colleague created and implemented strict protocols, incorporating 14 hour door-to-door travel rules and 
better resource planning/scheduling to maximise progress, but minimise contiguous working hours. 

• Devised a spreadsheet to easily enable tracking of man-hours in support of the new fatigue 
management requirements. 

Dec 2011 – Feb 2015  Group 
    Rail Training and Compliance Coordinator  
Recruited to assess training needs and organise critical courses for contractors, ensure all qualifications and 
certification were up to date and all requisite Sentinel competencies were met, prioritising delivery to meet 
tight project commencement deadlines. Gradually undertook additional duties within a broadening remit. 

Key Responsibilities 
• Sourced and engaged specialist training bodies to deliver courses, negotiating costs and ensuring a full 

complement of participants to ensure sessions were cost effective. 
• Inducted candidates to introduce company protocols and assessed compliance of all personnel with 

regards to qualifications and operational protocols. 
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• Maintained and updated records pertaining to courses, staff qualifications and skills, in addition to 
feedback on the sessions to use in future use of  training bodies and content of programmes. 

• Interviewed and took statements from contractors in the aftermath of accidents or irregularities to 
collate evidence, ascertain possible causes and report findings.  

• Conducted audits and managed stock control of all PPE, inspecting contractors’ equipment to ensure 
safety testing was current and they were fit for purpose. 

• Built a network of trusted learning and skills companies and suppliers, developing solid relations and 
mutually beneficial relations.  

• Administered all health, safety, quality and environmental processes, documenting and reporting all 
accidents and incidents. 

• Managed a team of four Site Operators to conduct on site audits and monitor activities.   

Achievements 
• Devised spreadsheets to enable fast, accurate and efficient recording, monitoring and tracking of staff 

skills, qualifications expiry dates for certificates; a system that was carried forward by the next HSE 
Advisor and is a valued tool to this day. 

• Introduced more efficient and effective working practices across the team, improving significantly on 
the operational style of predecessor; streamlined processes in booking trainers, recruiting learners and 
recording critical data.  

Jul 2006 – Dec 2011  Company 
    Office Manager 

Engaged to manage all administrative functions, sales and marketing and staff supervision, monitoring 
progress to ensure protocols were adhered to and quality service maintained within this machinery sales, 
service, repairs and parts company. 

Key Responsibilities 
• Undertook all bookkeeping, updating ledgers, cash flow sheets and P&L utilising Sage software. 
• Completed all documentation and maintained a robust filing systems. 
• Cultivated excellent relations with customers as a sales representative on the showroom floor providing 

a first rate service. 
• Identified and targeted potential customers, contacting them directly and using persuasive skills to 

engage them in using the business. 
• Managed stock control, reordering depleted stock to ensure sufficient levels at all times. 
• Liaised with the two mechanics to provide support and monitor operations. 

Key Achievements 
• Revised the payment process whereby customers were required to pay upfront instead of 

retrospectively for services and products protecting the company from an inhibited cash flow situation 
and eliminating time spent on chasing bad debtors. 

• Instigated and commissioned a website publicising the company far more widely and noticeably driving 
up business. 

• Reviewed and implemented fresh policies and procedures to ensure compliance with legislation and 
best practice, driving up efficiency and effectiveness. 

Jul 2005 – Jul 2006  Company 
    Recruitment Consultant 

Apr 2001 – Jul 2005  Various Temporary Posts 

Education & Qualifications 
 NEBOSH National General Certificate – Present  
 IOSH Managing Safely – 2013  
 ISO 9001:2015 – 2016  
 Personal Track Safety –Training – 2016  
 REPs Level 3 Certificate in Personal Training – Premier Training – 2006    
 REPs Level 2 Certificate in Gym instruction – Premier Training – 2006  
 BTEC Intermediate Award in Information Technology (4 units) – Best Computer Training – 2002     
 NVQ Level 2 in Sport and Recreation (Operational Services) –College – 2000  
 6 GCSEs including English and Mathematics –– 1999  
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