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JOB DESCRIPTION-

Security Officer
	JOB DESCRIPTION – Security officer

	Job Title: Security Officer
Location: Nestle Buxton
Speciality / Department: Security
Reporting to: Security Supervisor
Responsible to: Deputy Site Manager/GSM
Hours of Work: 
Average 42 hour per week contract- 
4 on 

4 off

4 on 

4 off



	JOB OVERVIEW

	To be responsible for the efficient and effective day to day security and reception operations at Nestle Buxton. Providing a safe and secure environment in support of excellent people care and customer service, leaving people with a good impression of the security service.
Site Organisational Position



	Contractual RELATIONSHIPS

	Internal Relationships
· Client (Nestle) and Sodexo personnel and Management.
External Relationships


	PRINCIPAL RESPONSIBILITIES

	Security duties include:
· To remain alert and vigilant for intruders.
· To respond to any calls for assistance and co-ordinate any incident with relevant shift manager/responsible person(s). (Includes contacting the emergency services).
· To act as site key holders.

· Patrolling your premises to prevent or detect signs of intrusion and ensure security of doors, windows, and gates.

· To document all incidents and occurrences in the Daily Occurrence Book.
· To provide written reports and witness statements to the Police if required.

· To enforce Sodexo and Nestle policies and procedures.

· To monitor the CCTV system, access control system and fire alarm system located in the Gatehouse.

· Conduct staff and vehicle searches where required.

· Control access and egress to site for both vehicles and pedestrians.

· To ensure vehicles are correctly parked throughout the site.
· Support any incident involving (or possibility of) violence and/or aggression.

Gatehouse/Reception duties:
· Manage fire alarm systems.
· Use computer software to manage import and export deliveries to site.

· Operate on-site weighbridge system and corresponding documentation.

· Log in/out all vehicles.
· Manage administration of pool car and hire cars.

Other General duties:
· Conduct reasonable ad hoc requests from site management.

· To complete and submit near miss/incident report forms relating to any accident/incident.

· To report any faults/damages/maintenance issues to the facilities department.

· Attend training courses when required.
· Lone working is required as part of the shift patterns, night shifts and weekends.

· All Security staff are required to be a fully trained first aiders.
· Report any health and safety concerns through effective reporting to line management.

· Client may request to support cordons, road blocks or diversions etc.
· Some general manual handling tasks may be required- moving equipment etc.

· Putting out cones and barriers

· Support in gritting and snow shovelling, particularly adverse weather conditions

· Monitoring subcontractors behaviours
Note:- Security staff must adhere to the following;-

· Full uniform must be worn at all times unless authorised by supervisory or management staff.

· Staff are responsible for the upkeep for all uniform and equipment issued to them.

· All protective equipment supplied must be worn where appropriate.

· All security staffs are responsible for the care of all security control room equipment and general tidiness of the security control room.

· All security staff must look clean and presentable at all times whilst on shift.
· Site Assignment Instructions and Risk Assesments and Method Statements adhered to at all times.
*The above duties are non-exhaustive and all reasonable requests are to be met.

	personal development

	All staff are required to be appraised by their line managers at least once a year at a personal development review meeting, where progress made over the last year is discussed and agreed. Focus on the following year’s departmental and personal objectives will be identified, discussed and agreed. Where necessary, help and support will be provided and development opportunities agreed in line with service provision and knowledge and skills competency framework.

	person specification



	The following lists the desirable and essential attributes that the successful candidate should bring to the post:




· To be able to develop and build good client & customer relationships- Essential

· Customer service focussed with exceptional communication skills- Essential
· To be able to respond to a variety of needs and work pressures- Essential

· A knowledge of health and safety- Essential
· Smart and presentable- Essential

· To be physically fit and capable of conducting manual various handling tasks- essential

· Valid SIA license- Essential
· To be able to show flexibility with regards to work patterns
· Knowledge and understanding of confidentiality issues- Essential

· All employees are expected to adhere to Sodexo health and safety regulations and Equal  opportunity regulations
- Essential

· To be able to write accurate and legible logs, security reports and statements- Essential

	SIGNATURE:_______________________PRINT NAME:__________________________

DATE:________________________________
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GSM (Site Manager)








Security Supervisor








Security Officer
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