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Job Description
Job Title:


Security Officer
Department:


Estates & Facilities
Location:


City of Newport Campus 
Responsible To:
Security Officer Team Leader
Job Purpose:
To ensure a safe, secure, welcoming environment for staff, students and visitors and to provide a courteous and efficient front-of-house service during college hours.

To provide a visible security presence on campus, to provide a duty of care to our learners and to act positively as a deterrent to inappropriate and undesirable behaviour.
To provide Security Officer cover across all other campuses as requested by the Security Officer Team Leader. This request could sometimes be made at short notice.
Principal Responsibilities
1. Operational Security
i. Provide friendly, courteous, efficient and effective front-line assistance to students, staff and visitors, upholding high standards of customer service and being an ambassador for the College. 
ii. Welcome visitors and give directions when required. 
iii. Carry out internal and external patrols across the College estate to ensure the safety of students, staff and visitors and protect the interests of the College. 
iv. Undertake static security duties at entrance/exit barriers and inside buildings including controlling access to car parks as directed by the Security Team Leader. 
v. Operate and monitor CCTV and other security systems in accordance with college policies and report any problems to the Security Team Leader. 
vi. Monitor access to the College, ensuring those who should not be granted access are professionally and politely prevented from gaining access or escorted from College.
vii. Complete relevant manual or electronic/digital records, log books, incident reports etc. clearly, accurately and in sufficient detail as instructed by the Security Team Leader. This includes records and witness statements which may be used as evidence in court. 
viii. Maintain the confidentiality of all information obtained within the course of duty. 
ix. Work in collaboration with the Caretaker Team and provide assistance and cover as and when required. This will also include out of hours emergency situations and in the event of adverse weather and snow.

x. Provide assistance to the Caretaker Team as and when required with the unlocking and locking of a Campus, setting and deactivating alarms. 
xi. Provide an out-of-hours key holding duties. 
xii. Be responsible for the safe custody and control of keys and record issue and receipt of keys as appropriate.  
xiii. Monitor and respond to alarm activations. 
xiv. Provide support in an emergency or evacuation situation in a calm professional manner. 
xv. Actively provide information and assistance to the emergency services when requested to do so. 
xvi. Deal with potentially challenging or distressing situations and make appropriate decisions in line with College policies and procedures. 
xvii. Be impartial, objective, and professional at all times and remain polite and courteous.
xviii. Ensure security equipment is operational. Conduct routine equipment checks and immediately report any faults found. 
xix. Liaise closely with the Head of Learner Services to communicate ‘intelligence gathering’ of information regarding any security or safeguarding issues and to understand the causes of poor behaviour and to assist them in their support of learners.

xx. To be the first point of contact for security related incidents reported by a member of staff or student and to diffuse or intervene in any incidents or potentially difficult situations.

xxi. Work closely with learners to pro-actively re-enforce the College’s Student Code of Conduct including always carrying their student id card and encouraging positive learner behaviour towards each other including challenging bad behaviour i.e. bad language, dropping or leaving litter, etc.,
xxii. Carry out assigned duties on special occasions or for particular events as directed by the Security Team Leader.
xxiii. The Security Officer must wear the Uniform provided and ensure it is maintained in good order and worn at all times to present a professional image. 
2. Team Work 
i. To attend, contribute and participate in team meetings as and when necessary.
ii. To participate in training as and when necessary.

iii. Work in collaboration with the Caretaker Team
3. Policies & Procedures
i. To comply with all College Policies & Procedures.
ii. To keep abreast of changes to Policy & Procedures and to make the necessary changes to administrative systems.
iii. To ensure that all aspects of the College Financial Instructions and Financial Standing Orders are followed.

iv. Promote the college’s core values and incorporate them into all aspects of the role.
v. To contribute to supporting and supervising learners, including taking action to ensure acceptable behaviour at all times.
vi. To ensure that all activities are compliant with the General Data Protection Regulations.

4. Health & Safety
i. To ensure that safe working practices are used and appropriate Health and Safety legislation adopted.

ii. To exercise responsibility for carrying out and adhering to the Health, Safety and Wellbeing Policy and Procedure.

iii. To liaise with the Head of Health, Safety & Sustainability to ensure accurate recording of related information.

	Note:

a) As a term of your employment you may be required to undertake such other duties as may reasonably be required of you commensurate with your grade/level in the college.

b) This is a description of the job as it is at present constituted.  It is the practice of the College periodically to examine employees' job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  This procedure is jointly conducted by each manager in consultation with those working directly to him or her.  You will, therefore, be expected to participate fully in such discussions.

c) This description is not intended to establish a total definition of the job, but an outline of the duties.

d) All staff are required to make themselves aware of the Financial Regulations. Campus Business Managers can make them available.



Person Specification

	Criteria 


	Essential 
	Desirable
	Assessed by

	1. Qualifications 


	a) NVQ Level 2 in Safety and Security or equivalent
	
	
	AF/I

	b) Emergency First Aid at Work Certificate, or to be prepared to achieve in a specified period.
	
	
	AF/I

	c) Basic Health & Safety Certificate, or to be prepared to achieve in a specified period.
	
	
	AF

	2. Knowledge & Experience



	a) At least two year’s experience in the security industry
	
	
	AF/I

	b) Experience of working with individuals or groups of young people to change and challenge behaviours
	
	
	AF/I

	c) Experience of monitoring Fire Alarm, Intruder Alarms, CCTV systems /security systems
	
	
	AF/I

	d) Knowledge of Health & Safety matters and how it relates in practice
	
	
	AF

	e) Working within policies and procedures
	
	
	AF

	f) Experience of undertaking routine caretaking duties in a multi-site environment
	
	
	AF/I

	g) Practical experience of undertaking minor building repairs and maintenance
	
	
	AF/I

	h) Experience of using Microsoft Office, Electronic Help Desks and BMS systems
	
	
	AF/I

	3. Skills & Attributes


	a) Ability to diffuse situations and conflict or potential conflict
	
	
	AF/I

	b) Ability to respond calmly and effectively in emergency situations and remain calm under pressure
	
	
	AF/I

	c) Good communication and interpersonal skills
	
	
	AF/I

	d) Maintain accurate records
	
	
	AF/I

	e) Write clear and concise reports
	
	
	AF/I

	f) Experience of controlling CCTV
	
	
	AF/I

	g) Experience of investigating and resolving incidents
	
	
	AF/I

	h) Experience of a security role in an educational establishment.
	
	
	AF/I

	4. Additional Requirements


	a) Able to travel as required to fulfil the requirements of the role.
	
	
	I

	b) To act as an ambassador for the College.
	
	
	I




