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JOB DESCRIPTION 
	JOB DESCRIPTION – Security Supervisor

	Job Title: Security Supervisor
Location:  
Speciality / Department:   Security
Liaise with: General Services Manager, Site Personnel 
Responsible to:  General Services Manager
Hours of Work: 12 hours Days 


	JOB FUNCTION

	· To support the Security service operating from 
· Liaison with the Security Team, Site Personnel and General Services Manager, on the planning of daily and shift activities.

· To provide support as far as is reasonably practicable, in the protection of Site/Company assets from the affects of fire, accidental or malicious loss or damage and unauthorised removal.

· To provide an immediate response and ongoing support as required during Site emergencies.

· To provide and develop all staff, in a well mannered and co-operative work environment 
· To enable, by using appropriate skills, the site to operate in an unhindered manner.

· Provide assistance in the planning and training of Sodexo Security staff working on Site.

· Site Induction’s – responsible for recording inductions on site, contractors and maintenance of records. 


	location and type of work


	· Based at .

· Supervisory duties.

· Organising and planning of daily routines/activities.

· Generally routine but must be able to deal with emergency situations as they arise.

· Works to laid down guidelines although the job can call for initiative, as may have to react immediately to unusual occurrences without time to refer to a higher authority.

· Work may involve duties anywhere throughout the site in all prevailing conditions, both inside and outside buildings.

· Work may involve standing or sitting for long periods.

· The work is of varying levels of physical nature and may occasionally require heavy work, lifting/moving loads of varying weights, requiring good understanding of manual handling techniques and principles.

· Works the shift pattern appropriate to business needs.



	SKILLS


	Knowledge Required:

· Security Licence holder

· Have a sound knowledge of Security techniques

· Fully understands the Site and local Emergency procedures.

· Understanding of the computer systems in operation within the security section.

· Understanding of the CCTV system in operation.
· Understands the access control system in use.
· Understanding of all alarm systems.

· Understands the need to maintain diplomatic silence and confidentiality.
· Understands the need to display an official but courteous manner at all times.

· Understanding of Sodexo and Client administrative requirements.
· First Person on Scene or First Aid at Work qualification required – training will be     provided.
Responsibilities:
· Report to General Services Manager regarding – 
· Company Security and the provision of an effective security service.
· Day-to-day activities, welfare and disciplinary matters.

· Planning and organising daily/shift routines and activities.
· To remain alert at all times in the maintenance of the site’s integrity and in the protection of its assets.

· Ensures Security Office is maintained in a state of continual operational readiness.

· Control of all entrances for vehicles, visitors, and contractors to site and site Car Parks.

· Ensure that visitors are processed as per site specification, ensuring 
· They have been invited are on the visitors database

· Are not allowed to enter the site unaccompanied 
· Are checked in and issued with an appropriate access pass.

· Are aware of what actions to take in the event of a site emergency.

· Ensure that delivery drivers are also processed in accordance with site policy & procedures.     

· Facilitate the viewing of the visitors induction in accordance with site specific policies and procedures
· Supervise the checking of material leaving plant against relevant paperwork
· Sound the refinery alarms during tests and during incidents when instructed to.

· Complete muster report when required for building evacuations.
· Records and maintains the Senior Shift Security Officer’s Daily Log Book.
· Ensure that an accurate record is kept of all site emergencies via 222 or ADT panel in the Senior Shift Security Officer’s Daily Log Book.
· Have a full knowledge of all Site Policies and Standing orders relating to Security of the Site.
· Ensure that all faults are reported and that all relevant parties are notified.
· Complete Near misses and Incident reports & on night shift ensure that all Near Miss Reports are imputed accurately onto the Safety Manager system.
· Record the times of all building / gate lock and unlocks, ensuring that all alarms are   activated appropriately.
· Ensure that efficient handovers are conducted at shift handover.

· Communicate with and support the night officers, ensuring the site patrols, and all duties are being carried out.
· Process and vet Identification of personnel attending the site induction and checking 
· Produce site access cards for personnel passing the site and induction. 

· Processing and maintenance of the induction register.

· Maintain a secure Gate house ensuring that only authorised personnel are allowed    access.
· Supervise random checks/searches on staff, visitors and vehicles leaving or entering the site.

· Implement all instructions as detailed in the Assignment Instructions.
· Ensure that the log book is completed correctly when in use.
· Control the issue and return / retrieval of keys.
· Maintain a log of taxi’s ordered by the Gate house and relay the log to the relevant site personnel.
· Provide telephone support service during and out of normal working hours, following all of the relevant site policies and procedures.
· Monitor Lone worker radio and implement relevant procedure when activated, following all the relevant site policies and procedures.
· Operate two-way radio systems as required following all the relevant site policies and procedures.
· Contact police and emergency services when deemed necessary following all the      relevant site policies and procedures.
· Contact the Site Lead and General services Manager as laid down in relevant standing orders ensuring that all site guidelines are followed.
· Carry out duties as detailed in the site Emergency Procedure Manual in the event of a site emergency.

· When necessary carry out non-routine duties which are deemed safe and are competent to do.
· Report any suspicious behaviour following all of the relevant guidelines laid down by site are followed.
· Report any defective equipment via the site helpdesk and ensure that a log of all        requests is maintained.
· Keep Security Office and personal appearance up to the established service.

· Carry out additional duties as required during a site emergency.
· Conduct the weekly refinery alarm tests and community alarm tests
· Operating computer in relation to security documents, access control etc. ensuring all site guidelines, policies and procedures are followed
· Assist as required with the training of externally sourced security staff.
· Operating and monitoring of CCTV systems following all legal guidelines and            procedures.
· Monitoring of various alarm systems and carrying our appropriate procedures.

· Provide medical assistance in the event of a medical emergency.

· Is able to cover the positions of other officers as required.

· Ensure that the status board is kept up-to-date at all times.

· Completion of the weekly security activity report on a Monday morning shift and the emailing of the report to the General Services Manager on that evening.

· Carry out any reasonable request from the Client or Sodexo Management.
Communication:

· Capable of communicating diplomatically and sometimes discreetly, on operational matters, with all team members and other personnel involved in security matters.

· Able to communicate on a daily basis with site and company staff, up to and including Company Directors.

· Able to communicate on a daily basis with contractors and visitors to the site, which includes VIP status personnel.

· Is able to issue and receive detailed instructions both written and verbal.

· Attends and contributes to team meetings and briefings that enhance team working.

Documentation: 

· Maintains records of personnel, vehicle and other searches.

· Issues safety monitors and facemasks to delivery drivers.

· Maintains log of issuing and receiving keys.

· Conducts roll call during out of hours during site alarms.

· Maintains records of lost and found property.

· Maintains security office logbook.
· Input near misses onto the safety manager system.
· Inputs and maintains visitors and personnel access control database.
· Updates and amends Security Operating Procedures and Instructions, in consultation with the General Services Manager and/or appropriate issuing authority.



	TRAINING AND DEVELOPMENT


	· Attends training and development courses, briefings and presentations that support the job function, their performance and Health Safety & Environmental issues.


	SIGNATURE:___________________________

PRINT NAME:__________________________

DATE:
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