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SECURITY OFFICER – JOB DESCRIPTION
Job purpose: The provision of security by exercising control of entry to the Estate to protect pupils, residents, staff, parents, visitors and estate property. 

Hours: 
Average of 41 hours per week. The post holder will form part of a shift system that operates 7 days a week.
Reports to: 
Head of Security
Location:
The Security Lodge at the main gate and around the Estate as the role requires.
 

Main duties
1. Check that all visitors, parents and staff have valid credentials for access to the estate and show positive identification in line with the School’s I.D. policy. 

2. Unlock key buildings as directed. Secure buildings/ site at the end of the working day

3. Monitor CCTV and other safety/security systems.  Respond to requests and incidents as required in line with operating procedures and training.

4. Monitor Fire Alarm systems and provide additional support to resident staff in the event of an activation or fault.
5. Undertake patrols as instructed both internally and externally
6. Accept deliveries and returns of parcels/ goods to a holding point for collection/ distribution. Hand deliver small/ urgent items to the relevant department
7. Answer calls from remote gate and building entry systems and provide access to those identified as legitimate visitors.

8. 
Maintain the vehicle registration database checking all vehicles have the relevant parking permits on display

9. Support major events as required from a security perspective.  (Generally there are no more than 3 major events per term, averaging no more than 9 events per year.)

10. Maintain accurate records of incidents and site visit logs. Exchange all necessary information to colleagues during shift change.

11. Sign Day Pupils in and out and report to boarding house staff names of pupils who have failed to sign out at the end of the day.
12. Provide first point of telephone contact for out of hours’ internal calls. Assist and pass on information as required by events.
Person specification

Specialist knowledge and experience
Experience of using a PC to produce documents and spreadsheets.

Good observation skills
Desirable:
Ability to control, monitor/ review PC based CCTV system and number plate recognition system.
Ability to monitor other access/ security systems responding to incidents as per operating procedures
Previous security experience, law enforcement, military
Be qualified or agree to be trained in SIA door supervisor and CCTV

Essential:


Full UK driving licence



Valid first aid at work certificate or willingness to be trained

Organisation

Ability to organise time effectively and to remain calm under pressure, showing tolerance and understanding where applicable.
Communication

Effective verbal communicator with an ability to communicate at all levels effectively and appropriately.  Able to record competently in writing and convey information accurately with an ability to maintain confidentiality. 

Using initiative

Ability to work unsupervised and to take responsibility for own actions.  Ability to be proactive in seeking solutions to enable conclusion of tasks.

Customer focus

Polite, friendly and helpful manner.
Flexibility

Ability to successfully adapt to changing demands and conditions with a willingness to support other security duties
Reliability

Ability to follow directions from the Head of Security, to respect policies and procedures and show commitment to Wycombe Abbey.
Special Conditions
Post holder will be subject to an enhanced level Disclosure & Barring Service check.

Child Protection Statement.

The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Child protection Policy statement at all times. If in the course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the schools/he must report any concerns to the School’s Designated Lead for Safeguarding or to the Headmistress.
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