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JoB description
	Position Title
	Security Officer
	Department
	Security

	Generic Job Title
	N/A
	Segment
	Corporate Services

	Team Band
	Un-Banded
	Location
	Rugby

	Reports to
	Support Manager
	Office / Unit name
	Ardagh Metal


ORGANISATION StRUCTURE

Head of Talent


Job Purpose 
· To be responsible for the efficient and effective day to day manning of the security operation at Ardagh Rugby.  To provide a safe and secure environment in support of excellent people care and leaving people with a good impression of the security service. 
Accountabilities or “what you have to do” 
· Ensure that goods in / out operate in the most effective manner
· Complete and review Incident Reports 

· Check emails and make sure requests and information is actioned as per client request
· Responsibility for Initial Response Emergency Contact call cover if required. 
· Provide a first point of call for visitors and contractors to the site and issue visitor/contractor badges and log visitors/contractors entering and leaving the main buildings; 
· Prepare written reports on all incidents including noise, intrusions, misdemeanours and

Vandalism and email reports to client
· Respond to emergencies and take appropriate action in accordance with Ardagh Metal instruction. 
· Monitor CCTV screens and take appropriate action as required, control and monitor issue of keys to staff and contractors and key codes to students as necessary; 

· Provide a telephone answering service, respond to telephone enquiries and forward calls; 

· Communicate with Staff, Visitors and Contractors regarding enquiries, incidents and emergencies.  

· Ensure that checks on fire exits, fire doors and fire appliances have been completed OOH;

· Adhere to and promote Ardagh Health and Safety policies and procedures.

Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”
· Action Client complaints within 48 hours and follows through to conclusion.

· Completion of the ISO 9001 Secure systems and procedures for all Secure Sites. 

· Comply with Company and statutory regulations relating to Health and Safety, fire hygiene, COSHH and safe systems of work.

Dimensions

· All customer complaints to be satisfactorily resolved within 48 hours.

· To deliver a consistent level of service, within the Company's standards, to the contract specification and agreed performance, qualitative and financial targets.

· Comply with all Company & Client policies and statutory regulations relating to Health & Safety, safe working practices, hygiene, cleanliness, fire and COSHH. This will include your awareness of any specific hazards in your work place and training of staff.

Skills, Knowledge and Experience
Essential

· To deliver a consistent level of service, within the Company's standards, to the contract
· SIA 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.
· Understanding of all alarm systems.
· Understands the need to maintain diplomatic silence.
· Understands the need to display an official but courteous manner at all times.
Desirable
· Working Knowledge of BS7858:2013 
· CCTV Licence
· First Aid 

· Fire Warden

Contextual or other information

A shift rota system operates and the Security Supervisor will be required to work day and night shifts on a schedule to be agreed with the General Services Manager.
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