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HEALTHCARE





Job Description

Job Title:


      Security Officer                                         

Band:



      Blue plus
Location:


      Royal Stoke University Hospital                                          

Managerially accountable to:    Security Manager           

Professionally accountable to: Security Manager           
Key Relationships:                     General public, Clinical & Non Clinical staff, Sodexo 




      Support Teams, LSMS, Police and other external bodies.     
Role Summary

The Security Officer is accountable to the Security Manager for the support, management and delivery of security at the RSUH site. This will include compliance to statutory, contractual and Sodexo and Trust policies and procedures .

The Security Officer will ensure exemplary standards of security and customer service are provided to the client and visitors to the site at all times.
Front line SIA license required, Ability to undertake CCTV training to allow use of in house system.
PRINCIPAL DUTIES & RESPONSIBILITIES

· Be professional, pleasant, friendly, courteous and helpful at all times whilst carrying out duties to the highest levels.

· To ensure exemplary standards in personal grooming, strictly adhering to the site uniform requirements.

· To collect and escort money or other valuables on-site.

· To patrol the site and check security, investigate any problems as required

· Manning of the Security Suite in accordance with Security Policy including CCTV monitoring and surveillance in accordance with Trust policies and Data Protection Act.

· To lock and unlock areas and set intruder alarms. To investigate and liaise with the police, in the event of any alarm.
·  Prevent acts of violence, crime or disorder and to investigate incidents of theft, criminal damage and other security associated incidents. 

· To deal efficiently and effectively with emergencies including fire alarms and Major Incidents.

· Provide assistance to staff, patients and visitors ensuring all site procedures / policies are adhered too.

· To provide escort duties for staff and patients as required

· To deal with incidents relating to lost and found property.

· To liaise closely with statutory authorities, dealing with incidents and the provision of information.

· Maintain continuous monitoring of site radio systems adhering to correct radio procedures at all times.

· Diligent management and maintenance of site records / reference materials including Health & Safety records, Incident Forms and the site occurrence recording system

· To provide regular liaison and timely feedback to the management team on all aspects of service delivery, implementing effective solutions and corrective action to enhance the service.

· To provide safekeeping and issuing of keys in accordance with the key handling procedures

· To use departmental computers for security related duties, to produce detailed reports and the Trusts reporting system (Datix)
· Undertake any other reasonable duties as required to meet the needs of the business

· Ensure a timely response to all security issues and events.  

· To develop excellent working relationships with our on-site customers
· Maintain SIA License, completing all upskilling courses as necessary 

·  Use of CCTV equipment to deter and investigate acts or potential acts of crime.
Key Areas

Communication & Relationships Skills

· Provides and receives routine information requiring tact and persuasive skills and there are barriers to understanding.

· Communicating with victims of assault, calming, negotiating with violent or distressed people.

· Liaise with and maintain business relationships with representatives of management within Sodexo, the Trust and other agencies as required.
· Meet regularly with service users.
· Service activity requires reporting regularly to all Services Managers.

· Develop and maintains a harmonious industrial relationship with staff and their representatives.
· Good verbal and written communication skills. Able to articulate clearly and credibly with the client, senior managers and all staff. 
· Ability to be an effective team player.

Knowledge, Training & Experience

· Good keyboard skills are required 

· Knowledge of CCTV legislation prior to receiving training 

· A high standard of presentation of work is required at all times

· SIA qualification

Analytical & Judgemental Skills

· Liaising with medical staff and other departments/hospitals as appropriate
· Compile reports for the external/internal bodies providing statistics and data.

· Making Judgements using knowledge of the Mental Health Capacity act 136, also the Criminal Justice Immigration act 2008 sections 119 and 120
Planning & Organisational Skills
· A good level of organisational skills will be necessary.  The post-holder will be required to prioritise tasks and to respond to unexpected events changing priorities and adapting the work schedule accordingly.
Physical Skills

· Excellent keyboard skills. Use of computer equipment including CCTV system 
Responsibility for Patient/Client Care

· Ensures personal care to patients, visitors and staff.
· Attends client meetings

· Deals with complaints from patients and clients ensuring that they are satisfactorily resolved.

Responsibility for Policy/Service Development

· Follows and implement Trust and Sodexo policies, procedures, practices and service delivery for own work area.

· Assists with the development of all associated policies and service level agreement within the service provision for own work area.
· The post holder will be expected to contribute to the continuous improvement and development of the service, identifying areas for change /improvement and implementing changes in practice identified through other routes 
Responsibility for Financial and Physical Resources

· Observes duty of care towards equipment and resources in the course of their duties.

· Ensures security of cash movement

· Custody of lost property

· Be aware of and act within Sodexo’s standing financial instructions and standing orders.

Responsibility for Human Resources

· Take responsibility for an efficient and effective Service to the Trust, this will include complying with Sodexo and Trust Procedures. 
· Demonstrates own duties to new/less experienced staff.

Responsibility for Information Resources

· Security of CCTV information
· Report any problems that cannot be adequately resolved to their Line Manager. 
Research & Development

· Completes audits and staff/patient surveys as necessary and participate in audits and surveys as required.

· Make recommendations for the improvement of the quality of Services.
Freedom to Act

· To work flexibly and offer support to other colleagues including cover in times of absence.
· The post holder will be guided by Trust Policies and Procedures and standard operating procedures with the specialty. 
· The post holder is required to manage their own work load and use initiative and act independently. 

· Works to achieve agreed set objectives.

· To take responsibility for own specialty area.
Physical Effort

· Occasional VDU use – for long periods on some shifts
· There is a frequent requirement to exert moderate physical effort for several short periods during a day related to controlled restraint.

Mental Effort

· Flexible with the ability to work under pressure whilst looking for continual improvements to service delivery.
· Concentration required for occasional unpredicted work pattern and interruption by emergency security incidents.
· Stress following violence and aggression 
Emotional Effort

· Dealing occasionally with distressing, emotional and performance issues concerning staff
· Dealing with complaints from patients and customers
· Exposure to violent or traumatic situations

Working Conditions

· Office conditions and external areas (clinical and non-clinical areas).

· Occasional exposure to verbal aggression when working on wards
· Requirement to use VDU equipment more or less continuously on some days.
· Exposure to aggression on a varying basis
· Inclement Weather 
Personal/Professional Development

· To take every reasonable opportunity to maintain and improve your professional knowledge and competence

· To participate in personal objective setting and review, including the creation of a personal development plan and the Trust’s appraisal process.
· Update as necessary SIA license to meet any changes in legislation 
Standards of Behaviour

· To comply with Trust and Sodexo policies in relation to professional behaviour conduct.

· To adopt and live CARES behaviour (Consideration, Accountability, Respect, Enthusiasm, Service)
Health and Safety

· To take reasonable care for your own Health and Safety and that of any other person who may be affected by your acts or omissions at work  

· To co-operate with University Hospital of North Midlands Trust and Sodexo in ensuring that statutory regulations, codes of practice, local policies and departmental health and safety rules are adhered to

Confidentiality

· To ensure that confidentiality is maintained at all times and that data belonging to the Trust is protected
Equality and Diversity

· To promote equality and diversity in your working life ensuring that all the staff you work with feel valued and treated in a fair and equitable manner

Infection Control

Infection Control is everyone’s responsibility. All staff, both clinical and non clinical, are required to adhere to the Trusts’ Infection Prevention and Control Policies and make every effort to maintain high standards of infection control at all times thereby reducing the burden of Healthcare Associated Infections including MRSA.

All staff employed by the UHNS Trust have the following key responsibilities:

· Staff must wash their hands or use alcohol gel on entry and exit from all clinical areas and between each patient contact.

· Staff members have a duty to attend mandatory infection control training provided for them by the Trust.

· Staff members who develop recurrent skin and soft tissue infections and other infections that may be transmittable to patients have a duty to contact Occupational Health.

Safeguarding Children and Young People
All staff are responsible for ensuring that they are familiar with and adhere to the Trusts Safeguarding Children procedures and guidelines. All health professionals who come into contact with children, parents and carers in the course of their work have a responsibility to safeguard and promote the welfare of children and young people up to the age of 18 years of age as directed by the Children’s Act 1989/2004. Health professionals also have a responsibility even when the health professional does not work directly with a child but may be seeing their parent, carer or other significant adult.
All staff are required to attend safeguarding awareness training and undertake any additional training in relation to safeguarding relevant to their role. 
Other

This job description is not intended to be an exhaustive list and may be subject to change from time to time. All documents referred to throughout this Job Description can be found on the Trusts intranet, or alternatively copies can be obtained from the Human Resources Directorate.

	
	Essential 
	Desirable
	Method of Assessment

	Skills and Knowledge
	· Ability to work as part of a team
· Ability to understand and carry out instructions

· Understanding of Health and Safety

· Understanding of Customer Care

· Ability to listen and have good communication skills

· Ability to operate communication equipment

· Current SIA front line licence

· SIA Public Space Surveillance (CCTV) Licence, or the ability to achieve this within the first 6 months in post 


	
	Application Form /Interview
Original Licence

	Experience / Qualifications

	· Numerate and literate
· Experience of working in Security services or customer services


	· Experience of working in a Security department

	Application Form/Interview


	Job Demands
	· Be able to work as part of a team
· To be flexible to work a rota to include days, nights, weekends,  and bank holidays

· To act on their own initiative and adapt quickly to change

· Ability to work under pressure

· Ability to carry out and understand instructions

· Understanding of confidentiality constraints and sensitivities.

· Adaptable and self-motivated

· Committed to complete tasks to a high standard

· To be passed as fit to carry out the duties by Occupational Health


	
	Application Form / Interview 

Interview/Occupational Health Assessment
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