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JOB PROFILE


	Job title: 
	Security Team Leader

	
	

	Grade: 
	Band 6 

	
	

	Accountable to:    

	Security and Welcome Manager

	Line Management of: 
	Security Officers


	Location:
	Designated Campus




	Key Responsibilities 

· To supervise a diverse team of security officers responsible for the security of all staff, students, visitors, buildings, and college assets within their zone.
· To take responsibility for the delivery of security services on a designated campus which provides a welcome and engaging atmosphere. 
· Provide operational line management duties to the security team, ensuring optimum performance in accordance with college policies and procedures.
· Manage security incidents (and incidents attended by security staff) which occur in and around their zone, including taking operational charge of the situation.
· Maintaining public order on campus and ensuring any issues are managed effectively but sensitively
· To ensure the provision of a proactive, comprehensive and customer-focused security service to Nottingham College, ensuring a professional, courteous and friendly security service to staff and students
· Being an active and proactive member of the security team
· Linking the operation of the security team with the wider college

Duties and responsibilities

	 
	


1. To supervise the Security team across multiple campuses, planning and monitoring staffing levels.
2. Work collaboratively with the Estates Manager and other Security Team Leaders to approve and monitor annual leave to ensure sufficient cover is available across all campuses. 
3. Work collaboratively with the other Security Supervisors to produce a rota system for the security officers, 
4. Be the first point of contact for the security team, for reporting of any absence and logging of absence on the college’s absence management system.
5. To promote general crime prevention awareness throughout the college.
6. Monitor the operation and performance of all passive and active security systems, including CCTV, report all issues to the Facilities and Operations Manager.
7. Liaise with police investigations into any criminal offence committed within the college grounds and off-site premises
8. Being a member of the college’s Emergency Management Team taking charge of security arrangements associated with the college’s incident management plans and emergency planning procedures.
9. To support the Security and Welcome Manager with developing and implementing polices and procedures.
10. To act as the point of contact for all CCTV data requests, ensuring the effective operation of the CCTV system on site. To liaise with external agencies (e.g. the Police) over security issues in the absence of the Security and Welcome Manager.
11. To investigate and maintain effective records of all security incidents that have occurred on site and update the Security and Welcome Manager on a regular basis, making recommendations where appropriate.
12. To assist the Estates team during fire and other emergency evacuations. Ensure Fire evacuations and procedures are carried out in line with college policies. Provide a daily log of fire alarm activations to the Facilities and Operations Manager
13. Work proactively with students and staff to identify security risks and provide preventative measures to address these risks.
14. To plan and ensure effective security patrols are carried out and be available to assist with frontline issues where necessary.
15. Ensure that persons entering site are displaying a relevant ID badge.
16. Manage the college opening / lock-up procedure and be on rota to unlock/lock premises.
17. Be willing to work flexibly, across college sites to meet business needs, and as part of the security team rota, supporting evening and weekend events as necessary.
18. To be a fully qualified college First Aider who undertake first aid when required.
19. To assist the college estates team where appropriate with event and exam set ups.
20. To undertake appropriate training and staff development as required.
21. To promote and deliver services in a way that is sensitive and responsive, providing the highest standard of customer care. services, of the highest standard of customer care.
22. To support college security policies and procedures and help members of staff who request help when experiencing problems with students or unauthorised persons.
23. Establish and operate robust processes for the control and issue of keys.
24. Ensure reporting of site faults to the college maintenance team is undertaken in a timely manner.
25. To promote general crime prevention awareness throughout the college 
26. Management and operation of the car park enforcement procedures. 
27. To investigate, draft reports and make a recommendation on security incidents, and/or claims for loss or damage to property by staff, students, visitors, and contractors.
28. Work proactively with students and staff to identify at risk areas to provide preventative measures
29. To contribute towards the delivery of a high-quality experience, delivering services in a way that is appropriate and responsive, and which displays the highest standards of customer care.
30. Contribute to a culture of continuous improvement. 
31. To actively promote Safeguarding practice, Equality, Diversity & Inclusion and Health & Safety.

General Duties and Responsibilities 

· To contribute to the strategic direction and operational effectiveness of the College 
· Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college
· Deliver on key performance indicators across the college, aiming to deliver continuous improvement 
· Promote the college with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies
· To proactively promote Safeguarding practice, EDI, Health and Safety and the well-being of all our students and staff 
· To complete and remain up to date with Mandatory Training
· To participate in the college Professional Development and Review (PDR) Scheme  


NOTE

This job profile provides an overview of the principal duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.

This job profile does not form part of your contract of employment.














PERSON SPECIFICATION

	Role:  Security Supervisor
	E/D
	A
	I
	T

	Qualifications:  

	1
	Level 2 Maths and English or equivalent
	E
	A
	
	

	2
	SIA Licence
	D
	A
	
	

	3
	First Aid Qualification
	D
	A
	
	

	4
	Fire Safety or Fire Warden 
	D
	A
	
	

	Experience and Skills:

	4
	Managing a security team in a large city centre public building
	E
	A
	
	

	5
	Previous security employment in a public / private environment 
	E
	A
	
	

	6
	Previous use of mobile communication equipment 
	E
	A
	
	

	7
	Working knowledge of CCTV and Intruder Alarm systems 
	E
	A
	
	

	8
	Experience of incident investigations
	D
	A
	
	

	9
	Experience of dealing with the general public
	E
	A
	
	

	10
	Experience of working with and relating to young people
	E
	A
	
	

	11
	Ability to produce written reports and maintain records 
	E
	A
	
	

	12
	Strong communications skills both written and verbal
	E
	A
	
	

	13
	Good IT Skills, including basic Microsoft Office skills in Word and Excel
	E
	A
	
	

	14
	Ability to work with potentially difficult and challenging situations
	E
	A
	
	

	15
	Experience of conflict resolution
	E
	A
	
	

	16
	Willing to undertake training and further development
	E
	A
	
	

	17
	Hold full driving licence
	E
	A
	
	

	18
	Able to work on own initiative
	E
	A
	
	

	19
	Understanding of the Prevent agenda and practical application
	E
	A
	
	

	Personal Attributes: 

	20
	Capable of taking charging during an emergency
	E
	
	I
	

	21
	Capable of communicating and liaising directly with senior and executive members of the college 
	E
	
	I
	

	22
	Capable of identifying issues and determining solutions and advising on them
	E
	
	I
	

	23
	Able to establish and maintain effective working relationships with colleagues
	E
	
	I
	

	24
	Ability to work as part of a team
	E
	
	I
	

	25
	Prepared to assist others
	E
	
	I
	

	26
	Willingness to provide a good level of customer service
	E
	
	I
	

	27
	Demonstrate a genuine commitment to uphold and promote equal opportunities and diversity
	E
	
	I
	

	28
	Commitment to quality and excellence through evidence of continuing professional development
	E
	
	I
	

	29
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	E
	A

	
	



KEY: 

	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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