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Job Description:
Security Administrator


















































	Function:
	Security

	Position:  
	Security Administrator

	Job holder:
	

	Date (in job since):
	

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

	Additional reporting line to:
	Jodie Banner

	Position location:
	HM Prison Addiewell

	

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

	
To assist the Security Department in the administrative aspects of the day-to-day running of the Security Function and the overall security of the establishment. You will play a leading role in security & compliance assurance, data collation and analysis to support the establishment.  





	[bookmark: _Hlk114141570]5.  2.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	

· Ensuring CCTV and productions are available for presentation at the Orderly Room.
· Handling productions and ensuring records are kept up to date.
· Assisting with the testing of productions and report findings in line with the contract.
· Liaison with Police Scotland.
· Support staff training and awareness programmes.
· Oversight of audit and assurance processes.
· Ensure compliance with RIPSA standards across the establishment.
· Input incidents data on to PR2 linking in closely with Intelligence Management Unit.
· Liaison with external agencies including contracts for BWVC, radios, batons etc.
· Undertake duties as required that will contribute to the effective operation of the Security Unit & whole establishment.
· Maintain confidentiality at all times
· Liaise with employees and members of the public in a polite, confident and friendly manner.
· Taking accurate minutes when required.



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

	· Working in a fast-moving operational environment, where prioritization is key for maintaining a safe and secure environment. 
· Understanding of RIPSA Standards and the adherence of these throughout the establishment.
· Production handling and liaison with Police Scotland.




	4.  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.

	
· Compliance with security audit baselines.
· Ensure communication is detailed, timely and accurate.
· Control of information.
· Effective and timely compliance on all tasks as above





	5. 	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 
	· Add point


Draft.  Version:  27-03-2014


	6. Job profile – Describe the qualifications (Education & experience), competencies and skills needed to succeed in the position.


	
· Administration experience.
· Excellent time management skills and have a methodical approach.
· Excellent Communications skills.
· Good eye for detail and an inquisitive nature.
· A security focused approach, exhibiting a reliable and responsible attitude.
· Ability to work on own initiative and have a good work ethic.
· Ability to make balanced judgements.
· Discretion due to classified nature of the role.

Competencies

	Growth, Client & Customer Satisfaction / Quality of Services provided

	Rigorous management of results

	Employee Engagement

	Learning & Development

	Innovation and Change

	Stakeholder engagement.

	Team Spirit.

	Resilience







	2. 7.  Organization chart – Indicate schematically the position of the job within the organization. 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.

	Head of  Security & Operations




Security & Intelligence Unit Manager






Security SPCO




Security Administrator 








Levels
	
	· 
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