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JOB PROFILE


	Job title: Security Officer
	

	
	

	Grade: Grade 3

Working arrangements: Shift pattern within college operational hours
Location: On campus (not a fixed location)
Accountable to: Security Team Leader 
	



	
	

	
	



	Overall purpose of the role

The work of the Security Officer is to assist with the provision of security services to ensure a safe, secure, and welcoming environment for students, staff and visitors on all college campuses in accordance with college policy, procedures and instructions.  As a key member of the Security Department the postholder must be fully committed to the role, ensuring a professional, customer-orientated and value for money service is provided to the college community. Responsibility involves the protection of persons, property, and prevention of crime. Duties include routine internal and external patrols, responding to different types of emergencies; investigation and incident report writing and work on specific tasks as directed by the Security Manager. All duties must be completed in a professional and timely manner and meet relevant legislation. As a customer-facing role, the postholder must reflect exceptional customer service skills - one that performs the job to a very high standard. Security Officers need to communicate effectively and be approachable to a diverse range of people with the aim of enhancing the customer experience and service, in line with the college’s values and behaviours.


Duties and responsibilities

Customer Service Focus
· To ensure that an efficient, effective, and consistent level of service is provided to the college community.  You will provide a friendly welcome, meeting and greeting staff, students and visitors as they enter our campus.
· To provide support to colleagues through effective teamwork. This includes providing assistance to members of staff who request help when experiencing problems with students or unauthorised persons.  
· Working collaboratively and in tandem with our Behaviour and Wellbeing team, supporting with student activities, role modelling positive behaviour, attending induction sessions, open evenings and other events to provide information on the services and support offered by the security team.  You will support the college encourage and reinforce positive behaviour.
· In tandem with the curriculum and behaviour team colleague, go into lessons to provide assurance that the college has a strong security presence.
· Provide welfare support indirectly and directly to students 
· Independent judgement in finding the right balance to carry out security duties, within the given parameters, whilst also offering good customer service.
· A consistently smart appearance in the uniform provided and required by college.
· Officers must carry and be capable of using all security equipment necessary to efficiently perform the duties required of a professional Security Officer in the College environment.


Patrols
· The maintenance of good order in all college premises, including the protection of everyone therein; ensuring staff, students and visitors feel safe and secure.
· The protection of college property against loss, theft and damage. 
· To ensure that basic and reasonable crime prevention measures are in place.
· That offences against the college disciplinary codes and policies are recorded, investigated, and brought to the attention of the Security Manager/Assistant Principal.
· To monitor that basic fire precautions are in place and means of escape are clear.
·  Monitor health and safety issues reporting transgressions and defects accordingly.
· Ensure housekeeping standards remain high (e.g. removing redundant posters from around campus, broken furniture, etc.).
· Undertake regular patrols to ensure the safety of staff, students and visitors within the campus, proactively challenging students, in a polite, customer-focussed manner if they are not in lesson.

Responding to
· Calls for support as first line of response in emergency situations; assisting the College to deal with live threats to protect the College community.
· First Aid Emergencies.  You will be a trained First Aider and will form part of the college rota.
· All fire alarms and related emergencies.  You will play a key role in all fire alarm activations and drills.
· Bomb alerts and all other types of related emergencies.  You will play a key role in all emergency scenarios, to include evacuations, invacuations and lockdown scenarios. Deal with potential threats and/or hostile intruders always following SIA Security protocols and College policies and procedures.
· Intruders and other crime-related incidents.
· Incidents of public disorder and affray etc.
· To train and act as a fire warden to help control emergency and fire evacuations, liaising with Health & Safety and other fire wardens to monitor and improve evacuation paths, area checks and raising any other areas of concern.
· Undertaking searches in line with college policy and procedures, supporting with screening as required.


Reception/Mail Room Duties
· Providing Reception cover, as and when required, to support colleagues during busy periods or staff absence.
· Assisting with campus and inter-campus mail preparation and distribution duties as required.
· Issuing day passes, signing visitors in, issuing lanyards.
· Providing escorts for the movement of cash and valuables, and/or undertaking post run duties.


Other Duties
· Assisting with regular lift, fire alarm/intruder alarm testing programmes.
· Performing, as instructed, college car parking duties.
· Officers must undergo regular theoretical and practical training in all security, fire and first aid courses (maintain the subsequent qualification) to a standard acceptable to the college.
· Be fully flexible in terms of availability to support the rostering requirements with the aim of sustaining a high level of security services.
· To remain vigilant whilst on duty and discourage and intercept any entry to the college by unauthorised individuals.
· You will be confident and have strong decision-making skills, as you may need to be able to make on the spot decisions, to protect lives.
· Maintain up to date and factually accurate records of all security incidents that have occurred on site, updating the line manager as required and making recommendations where appropriate.
· To work flexibly across campuses within your zone, and any other site as required, supporting events where required. To work flexibly on a rota basis to ensure core business hours; this may include opening and locking of premises are covered (early and late shifts) sometimes at short notice.  As a registered key holder, you may be required to provide access to buildings out of business hours, or emergency call outs, emergency repairs, etc.
· To ensure contractors attending site work safely, receive basic site induction and complete all documentation as required (sign in/out & work permits) in the event of there being no Estates staff on campus.
· Support with the sign in of contractors and check that contractors hold an EDBS certificate.
· To work with Estates Team and act as the on-site contact to identify and report potential issues regarding site conditions that may affect site closures. 
· Working with the Estates Team to rectify issues and deliver works activities during holiday periods. 
· To assist the College Estates team as required, supporting event and exam set up, helping complete mandatory checks (fire alarm tests/Emergency lighting & water outlet run offs) and helping support basic repairs/works example being second person for two person jobs, portage, sorting and delivering mail, gritting and clearing snow on/off site as required.
· To safely drive the college vehicles, where licenced and as required in order to support the Estates department in relation to business operations and effective fleet management (such as deliveries on/off sites & post/goods internal).



To carry out such other duties commensurate with the grading of the post which may be determined from time to time


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 complete and remain up to date with Mandatory Training
· To participate in the College Professional Development and Review (PDR) Scheme.
· To actively promote Safeguarding practice, Equality, Diversity & Inclusion and Health & Safety.
  

NOTE

This job profile provides an overview of the principle 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 Officer
	E/D
	A
	I
	T

	Qualifications:  

	1
	Level 2 Maths and English or equivalent or be willing to work towards
	E
	X
	
	

	2
	SIA Door Supervisor / CCTV SIA Licence or be willing to work towards
	E
	X
	
	

	3
	First Aid Qualification or be willing to work towards
	E
	X
	
	

	Experience and Skills:

	4
	Previous security experience in a Further Education / public / private environment 
	E
	X
	
	

	5
	Current full UK driving licence (manual)
	E
	X
	X
	

	6
	Experience of incident investigations and ability to work with potentially difficult and challenging situations, including conflict resolution.
	E
	X
	X
	X

	7
	Experience of dealing with the general public and delivering and displaying high levels of excellent customer service, professionalism, integrity, whilst promoting and working in accordance with organisational values.
	E
	X
	X
	

	8
	Experience of working with and relating to young people including dealing with mental health and psychological issues
	D
	X
	X
	

	9
	Ability to produce factual, written reports and maintain accurate records along with strong communication skills both written and verbal. 
	D
	X
	
	

	10
	Good IT skills including the ability to use Word, Excel and Outlook email or be willing to obtain these skills
	D
	X
	
	

	11
	Timekeeping - Punctuality and reliability are essential to ensure continuity of cover for colleagues and security provision of buildings and campuses.
	E
	X
	X
	

	12
	To be responsive to the needs of the College, regarding the diverse range of duties and responsibilities, some of which will require nonstandard, out of hours attendance patterns and the ability and willingness to travel and work on various, or between sites, to meet College commitments. 
	E
	
	
	

	13
	Proven ability to plan and work both unsupervised and as part of team to deliver high quality services on time.
	E
	
	
	

	14
	Ability to work flexibly and willing to be part of an out of hours emergency call out rota.
	E
	
	
	

	Personal Attributes: 

	15
	Able to establish and maintain effective working relationships with colleagues.
	E
	X
	
	

	16
	The ability, tact, and diplomacy to deal with people, including senior staff, students and visitors, in all circumstances, including emergencies and other times of stress.
	E
	X
	X
	

	17
	Responsible attitude towards health and safety at work
	E
	X
	X
	

	Equality of Opportunity:

	18
	A respectful and inclusive attitude to learners and colleagues
	E
	X
	
	

	19
	Demonstrate a genuine commitment to uphold and promote equal opportunities and diversity
	E
	X
	X
	

	20
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	E
	X
	X
	

	21
	Able to cope with a physically demanding job which requires agility and mobility
	E
	X
	X
	






KEY: 

	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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