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JoB description
	Position Title
	Security & Emergency Response Supervisor
	Department
	Security 

	Generic Job Title
	Supervisor
	Segment
	Corporate Services

	Team Band
	Non-Banded 
	Location
	Littleconnell, Ireland

	Reports to
	Facilities Manager
	Office / Unit name
	


ORGANISATION StRUCTURE




Head of Talent
Job Purpose 
To provide a security service and supervise security officers and emergency incident first response  on the client’s site in accordance with the terms and conditions of the contract. In the absence of a direct line security reporting manager on site due to the size of the site. The security supervisor will take full responsibility for that department and report directly to the TFM
/ATFM.
Ensuring excellent service to all users of the Security Department working to the standard required by the Diageo client and Sodexo. Ensuring the safety and security of the site, employees, visitors with emphasis on the security of the assets and belongings
.
Accountabilities or “what you have to do”
· To provide a high-quality service to the customer at the specified site in full compliance with the applicable Assignment Instructions and following basic Job and Site Training.
· Write and submit security incident reports in a timely manner.

· Provide security service to the site, enforcing client policies and procedures, ensuring all Standard Operating Procedures are followed.
· Assign areas for officers to patrol, ensuring they are all captured on the Security Management System, ensuring all patrols are conducted.
· Protect the people and property.

· Be vigilant for suspicious persons, vandalism or hazards, ensuring that everything is documented and reported.
· Respond to alarms and distress calls, dealing with them professionally and in accordance with site policies and procedures.

· Ensure all security systems, like the burglar alarms, access control and CCTV are working and maintained in accordance with manufacturers guideance.

· Supervise security officers, ensuring company policies and producers are adhered to.
· Lead the team of security officers that are assigned to you professionally, ensuring all officers are trained, all shifts are covered and that all compliance reports are fully completed.

· Complete rosters, holiday & sickness cover, training, and assignment of security duties to the team.
· Oversee the monitoring of CCTV, ensuring any evidence is captured correctly and in line with the legal requirements and site policies and procedures.
· Inspect, identify and remedy all the vulnerabilities in the security of the site.
· Prepare & provide accurate and timely reports for the Company and Client on site wide incidents that occur.

· Random inspections to ensure that all security officers are in their assigned places and wearing the correct PPE, uniforms and their PSA licences.
· Take full responsibility for everything that happens during their shift, hence, they must make reports on all occurrences.
· Supervisors must train all the new security officers regarding all the security protocols of the company and client. 

· To undertake Control Room Duties when required:

1. CCTV Monitoring

2. Access Management – full life cycle

3. Key Management

4. Completion of all Legislative paperwork

· Ensure that personal appearance and personal hygiene standards are beyond reproach.  Strict adherence to uniform & PPE dress standards is always to be maintained.
· To deal with any incident or occurrence in accordance with the site-specific Assignment Instructions and to report such incidents promptly as per Company’s reporting procedures.
· To properly book on and off duty, as instructed and/or trained, on each occasion a duty is started and ended.
· Ensure that all check calls are made as per Assignment Instructions.
· Diligently take and hand over every duty shift ensuring that a full check of the Daily Occurrence Book is carried out on each takeover of duty, ensuring that all site equipment is signed for on each shift changeover. 
· To conduct all patrols diligently, in full accordance with the site Assignment Instructions ensuring that the relevant paperwork is completed:
1. Internal Patrols 

2. External Patrols

3. Restricted Areas

4. Car Park Patrols

5. Reception Duties

· To communicate effectively in the workplace and maintain a harmonious relationship with all members of the client’s and company’s staff.
· To carry out work activities safely following health & safety regulations.  Using appropriate PPE (Personal Protection Equipment) and keeping the work area free from unnecessary hazards.
· Carry out safety walks and complete safety observations, ensuring everything is reported.
· To carry out any other duties as may be assigned from time to time by the Security Manager/ATFM/TFM.
· Operation of the fire alarm system as required, summonsing the duty manager upon activation and performing detector isolations for routine maintenance work.
· Monitoring the arrival and departure of contractors and making sure that they have the correct permissions to work on site.
· Monitoring and setting/un-setting the intruder alarm, including the investigation of alarm activations.
· Monitoring of the CCTV system and burning of footage to disk as and when required, ensuring site policies and procedures are followed. Ensure footage is stored in accordance with site regualtions.
· If applicable to your site, the operation of the facsimile and franking machines and sorting of the post in the absence of the receptionist.
· Answering of telephone calls to the security office in a polite and helpful manner.
· Logging and management of all lost property handed in and undertaking to return it to its rightful owner whenever possible.
· Issuing keys to staff and ensuring they are returned and if applicable to your site also the issuing of security passes to employees and visitors as required and ensuring that site inductions are carried out.
· Ensuring that the incident report form is filled out correctly for every reported incident.
· Directing and giving information directly to the general public regarding the location of activities within the site.
· To ensure that the risk assessments for Facilities systems/work are always followed by the post holder and any staff under your supervision.
· To ensure that Health and Safety legislation is always adhered to.
· Develop a training plan for direct reports regarding health and safety risks and ensure training is provided to staff in health and safe working practices.
· To assist in ensuring the health and safety of employees, suppliers and visitors to the site.
· To attend appropriate meetings as and when required by Management.
· To undertake other tasks and responsibilities compatible with the level and nature of the post as required by the Security Manger/Assistant technical Facilities Manager/TFM, from time to time.
· The post holder must demonstrate a willingness and flexibility to vary and change his/her work routine and work outside normal working hours where necessary.
Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”:

· 90% Pass on any audits carried out by Sodexo or Diageo.

· Pass any “site penetration test visits”.

· 100% compliance in wearing PSA license so that it is clearly visible at all times and displayed on the upper torso (above the stomach and below the neck).

· 90% compliance always in maintaining weighbridge documentation
.

· 100% compliance always in the wearing of current Sodexo branded security uniform & PPE.

· To identify at least one near miss or safety suggestion a month, and to ensure that your team carry out the same. Complete relevant card and submit to senior management for processing.    
Competencies 

	Relationship Management: 

· Develops relationships based on mutual respect and professionalism

· Seeks win-win outcomes with others

· Offers and asks for help when needed

· Keeps promises made to internal and external clients.
	Leadership

· Takes responsibility when needed

· Acts with initiative

· Demonstrates energy and enthusiasm



	Resilience

· Accomplishes set goals

· Demonstrates a constructive approach when faced with obstacles

· Committed to delivering the tasks required

· Resourceful and self-driven
	Impact & Influence

· Communicates effectively

· Is a good listener

· Keeps an open mind when listening to the view or ideas of others

· Makes a confident contribution in all situations

	Working with Others

· Works effectively as part of a team

· Shares ideas and information with the team

· Responds helpfully and courteously to requests for information or help


	Planning & Organisation

· Prioritises workload effectively

· Plans in activities to meet the needs of others

· Is thorough and shows attention to detail

· Proactively plans use of time to minimise reactivity

· Maintains work life balance

	Results Orientation

· Delivers against agreed objectives in line with defined plans and deadlines

· Ensures key priorities are given time and attention

· Uses agreed processes to get the job done in the right way

· Shows attention to detail
	Financial & Business Awareness

· Numerate

· Reviews own activities to ensure cost effectiveness

· Keeps up to date with business developments

· Uses company tools to measure performance



	Analysis & Decision Making

· Makes appropriate decisions

· Speaks confidently and coherently

· Is able to analyse problems and propose suitable solutions

· Is open to new ways of doing things


	Continuous Improvement

· Seeks to continuously improve outputs for the benefit of the business

· Actively drives own development

· Learns from experience

· Has a curiosity to explore beyond known boundaries

· Constantly raises the standard and quality of work, benchmarking against best practice


Skills, Knowledge and Experience

· Excellent communications skills – with excellent standards of verbal and written English
· PSA licence
· Computer Literate – with experience in the use of Microsoft Word, Excel and Power Point.
· Understanding of Food Safety Regulations
· Understanding of Health & Safety Practices
· Knowledge of fire detection systems.

· First aid & AED qualified (Or ability to obtain certification)
· Good customer service skills – with a high attention to detail, well organised, professional, the ability to remain calm under pressure, with the ability to maintain diplomatic silence.
· Good personal hygiene and appearance

· Previous experience in a similar role
· The ability to follow and issue instructions in a professional and calm manner.
· To be able to prioritise workload.
· To be flexible and able to respond to holiday/sickness cover of other Sodexo team
· Appreciation of the site emergency procedures 

NB. This is not necessarily an exhaustive list of all responsibilities, duties, skills, efforts, requirements or working conditions associated with the job. While this is intended to be an accurate reflection of the current job, management reserves the right to revise the job or to require that other or different tasks be performed as assigned.
	I can confirm I have read the full content of my job description and understand the requirements of this role: 
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on-site services





Site Operations Lead





Security Supervisor











�Need to change job title


�Hi Janice - Title of Site Lead revised - 


�Can you clarify this Role :  Site Operations -Area Security 


�Made a few changes to the next three areas


�Are we doing weighbridge





