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JoB description


	[bookmark: Text3]Position Title
	Security Officer
	Department
	Security

	Generic Job Title
	Security Officer
	Segment
	CSIFM

	Team Band
	Unbanded
	Location
	TMUK, Derby

	Reports to
	Security Supervisor
	Office / Unit name
	


ORGANISATION StRUCTURE
 (
Security & Cleaning Manager
)


 (
Security Supervisor
)
Head of Talent

 (
Security Officer
) (
Security Officer
)


Job Purpose 
· To provide security services to site ensuring all statutory compliances are met and adhered to. 
· To ensure professional service is delivered to client.
· To ensure operation of security role on site adheres to all mandatory and client KPI requirements. 
· To address any and all security concerns on site in line with client and company expectations and in accordance with training and written assignment instructions.


Accountabilities or “what you have to do”

· To be professional, pleasant, friendly, courteous and helpful at all times whilst carrying out duties to the highest standard.
· To ensure exemplary standards in personal grooming, adhering to uniform standards at all times.
· To deal efficiently and effectively with emergencies, including fire and bomb scares ensuring all customers are kept fully informed at all times.
· Provide assistance to third party contractors and visitors to site ensuring site policies and procedures are adhered to.


· To liaise closely with statutory authorities dealing with incidents and to provision of information.
·  Maintain continuous monitoring of site radio systems adhering to radio system procedure at all times.
· Dilligent monitoring and completion of site records/reference material including H&S documents, Assignment Instructions, Incident Forms and Site Occurance Book.
· To provide regular liaison and timely feedback to site management team on all aspects of security operations and service delivery, implementing effective solutions and corrective actions to ehance the service.
· Undertake any other reasonable duties required to meet the needs of the business.
· Ensure a timely response to any security concerns or events.
· To develope excellent working relationships with on site customers.



Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”

· Security Incidents dealt with in an appropriate and timely manner in accordance with site policy and procedure.
· Assignment Instruction adhered to in all situations.
· Security concerns highlighted, addressed and discussed with site management.
· All reports required by client completed in timely and accurate way. 
· Effective monitoring or CCTV systems and radio systems.
· Company and client policy and procedure adhered to. 




Dimensions
	Financial
	N/A

	Other
	Security Incident Reporting





Skills, Knowledge and Experience

Essential
Driving Licence 
SIA Frontline Guarding License
PC Literate with an imtermediate knowledge of Microsoft products.
Experience of time management.


Desirable
 
Professional or further qualification in Security Operations.

Previous experience in an office environment.


Contextual or other information
Type here
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