Senior security officer Daily Task officer
Rota 
· Completing monthly officer schedules, approving holidays, covering holidays, sickness, making sure all shifts are covered at all times 
Communication
· - Emergency phone – answer emergency phone, especially when a Fire alarm or Gas alarm is activated.
 – Teams phone – regularly in use answering and calling.
 – phone – regularly in use answering and calling.
· Regularly check Teams messages and reply when necessary or take appropriate actions (Booking inductions, all day passes etc).
· Regularly check emails and take appropriate actions.
· Send regular and requested reports when appropriate and authorised.
· Maintain phone/ contact list.
Overtime/ Absence
· Record all overtime and absence (two spreadsheets) correctly and arrange for cover in the event of absence/ extra cover needed, using the correct form. Maintain Rosters as appropriate.
· Undertakes investigations into personnel issues, completes return to work interviews, issues improvement notices
Security Perimeter Gate & Padlock Audit
· Carry out audit when requested/ scheduled – tasked with twice per week.
Incident 
· Incident reports recorded on correct form, saved to the correct folder, and sent to suitable management. Any investigations required to be carried out 
Mail
· Receive and sort mail, communicate to relevant persons and deliver letters/ parcels to mail office or stores.
Recording defects around site and reporting
· Lights/Barriers/Water leaks/Fences/Toilets/Printers/Vending machines etc recorded on correct forms/spreadsheets and when necessary, notify correct individuals and record and send on Portal.
Supporting any incidents on site 
· To support whichever department needs support during an incident 
· Supporting the PSL when contractors are on site for repairs 
· Reporting outages on client portal 
Training 
· Training of all officers and documents kept up to date, support any officers that require more training and carry out checks on all officers to make sure tasks are being completed as outlined in the AI’s 
· PSDA
· Support with information required for PSDA audit sends training docs, rosters, incident reports, CCure report, 

· Company Van 
· Make sure daily checks are being done by reviewing forms
· Arranging servicing and MOT 

· Patrols 
· Carry out patrols 
· Carry out patrols checks and report any outages 

Cover breaks and reception desk 

