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Security Officer







	Function:
	Security

	Position:  
	Security Officer

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	

	Additional reporting line to:
	

	Position location:
	

	


	1.  Purpose of the Job – State concisely the aim of the job.  

	· To provide a security service to the customer’s site in accordance with the terms and conditions of the contract

	


	2. 	Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.

	Revenue FY13:
	€tbc
	EBIT growth:
	tbc
	Growth type:
	n/a
	Outsourcing rate:
	n/a
	Region  Workforce
	tbc

	
	
	EBIT margin:
	tbc
	
	
	
	
	
	

	
	
	Net income growth:
	tbc
	
	
	Outsourcing growth rate:
	n/a
	HR in Region 
	tbc

	
	
	Cash conversion:
	tbc
	
	
	
	
	
	

	Characteristics 
	· No Budget control, but would have to work within parameters outlined by the contract


Draft.  Version:  27-03-2014

	3. 	Organisation chart – Indicate schematically the position of the job within the organisation. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	










	4. Context and main issues – Describe the most difficult types of problems the jobholder has to face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	· To deal with any incident or occurrence in accordance with the site-specific Assignment Instructions and report such incidents promptly as per Company’s reporting procedures 
· To conduct all patrols diligently, in full accordance with the site Assignment Instructions
· Provide assistance to people in need
· To carry out any other duties as may be assigned from time to time by the relevant manager



	5.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	
· Protect company’s property and staff by maintaining safe and secure environment 
· Observe for signs of crime or disorder and investigate disturbances
· Report in detail any suspicious incidents
· Watch alarm systems or video cameras and operate detecting / emergency equipment
· To undertake Control Room Duties when required
· Immediately respond to emergencies to provide necessary assistance to employees and customers
· To properly book on and off duty, as instructed and /or trained, on each occasion a duty is started and ended
· To diligently take and handover duty shift ensuring that a full check of the DOB is carried out on each takeover of duty. Ensuring that all site equipment is signed for on each shift changeover.
· Ensure all check calls are made as per Assignment Instructions
· Monitor and authorise entrance of vehicles or people in the property.
· 




	6.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	· 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 Training and Site Training.
· To communicate effectively in the workplace and maintain a harmonious relationship with all members of the client’s and company’s staff
· To carry our activities safely following health & safety regulations. Using appropriate PPE (Personal Protective Equipment) and keeping the work area free form unnecessary hazards
· To ensure that personal appearance and personal hygiene standards are beyond reproach. Strict adherence to uniform dress standards is to be maintained at all times. 



	7.  Person Specification – Indicate the skills, knowledge and experience that the job holder should require to conduct the role effectively

	· Previous security experience
· SIA Registered
· To provide a high-quality service to the customer at the specified site following basic Job Training and Site Training 
· Excellent knowledge of public safety and security procedures / protocols
· To communicate effectively in the workplace and maintain a harmonious relationship with all members of the client’s and company staff
· Ensure all tasks are carried out in line with working specifications, as directed by supervisor / manager
· Comply to al client policies / procedures in relation to housekeeping / infection control / security
· Attend client and company job specific training i.e. Health & Safety, Manual Handling
· Strong Customer Service Skills
· Integrity and professionalism
· The ability to work independently and as a part of a team








	8.  Competencies – Indicate which of the Sodexo core competencies and any professional competencies that the role requires

	
	Growth, Client & Customer Satisfaction / Quality of Services provided
	Employee Engagement

	Brand Notoriety
	Learning & Development

	Commercial Awareness
	






	9.  Management Approval – To be completed by document owner

	
	Version
	1
	Date
	

	Document Owner
	

	

	Employee Name
	Signature
	Date
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