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Job Specification – City of Wolverhampton College Enterprises Limited

Security Officer
Security Team

Responsible to:   Security Manager

Responsible for:  Not Applicable
Grade of post:
The FTE annual salary for this post equates to £10.16 per 

hour
Hours of work:
Hours worked per week are averaged at 36.94 over 49 weeks. Opportunity for overtime available.
Work location:
Required to work flexibly across all campuses as agreed with Security Manager
Job Purpose: The role will focus on supporting the College’s security services across all campuses, investigating incidents, check physical security access points. To ensure a safe, secure, welcoming environment for staff, students and campus visitors and to provide a courteous and efficient front-of-house service during college hours, including monitoring of student activity.
Key Responsibilities

1. Provide a welcoming, courteous and efficient reception service as required for Students, Staff, Visitors and Contractors.
2. Undertake regular campus grounds patrols to monitor and manage security monitoring CCTV surveillance equipment, inspecting buildings, equipment, access points.
3. Monitor and supervise student behavior across the campus and the immediate surrounding area, promoting a positive college ethos at all times & to take immediate suitable action when incidents occur on site.
4. Manage access through the vehicle barriers for deliveries, visitors, and collections drop points/pickups & Contractors. Ensuring booking in arrangements for all visitors and contractors are completed in accordance with college procedures
5. Carry out a range of administration tasks to support the Security Manager and use of IT systems to update and record logs, statements.
6. Undertake security duties to ensure the campus is open and closed at the agreed times including locking and unlocking premises/classrooms, setting and un-setting alarms, taking responsibilities for keys and participating in key-holder Rota for all college campus sites, Ensuring car park is secure and maintain barrier in force, adhering to policy.
7 Implement emergency procedures to ensure safe evacuation of the campus in case of fire or any other emergency.
8. To assist with First Aid incidents.
9. To liaise with teaching staff.
10. To report all issues regarding Health & Safety & Safeguarding.
11. To maintain the safety, security and welfare of all visitors to the college.
12. Taking a direct interest in the Health & Safety of all employees and third parties who may be affected by work activities carried out within your specific remit.
13. Report any breach of security incidents and report findings to the Security Manager/Estates manager.
Other Duties and Responsibilities

· Participate actively and flexibly in a range of college wide activities, such as duty on call rotas, responding to any intruder alarms/fire activations, enrolment, marketing events, staff and student services.
· Participate in training and team development activities, to develop and update skills knowledge 
· To carry out all duties in accordance with the College Health and Safety policies and procedures.
· All employees have a general duty in law to take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions.
· Understand and be committed to the College Health and Safety Policy and the College safety priorities and be aware of his/her contribution to such priorities
· To carry out any other duties appropriate and relevant to the role as directed by your Security Manager.
Safeguarding

The Company is committed to safeguarding and protecting the welfare of learners and expects all who work with or on behalf of the College to share this commitment.  All roles within the College therefore are subject to DBS regulations.

The Company considers that the job holder for this role should have a DBS Enhanced disclosure. 
Values

Our values are: putting the student at the heart of every decision we make; ensuring that all students and colleagues are valued and respected; everyone is accountable for their actions; everyone is empowered to find ways to overcome obstacles and we have a clear vision and move towards it. 

Equality and Diversity

We are committed to the promotion of equality of opportunity in all of our activities and to encouraging access to our College from all groups irrespective of race, gender, age, disability or sexual orientation. We are working to create an environment in which cultural diversity and individual difference are positively valued in an atmosphere free from harassment and discrimination. We take our legal and moral obligations with respect to equal opportunities seriously and welcome dialogue with groups and individuals on ways in which our equal opportunities policies and practice can be enhanced. 
Health and Safety

To comply with fire, environment and health and safety duties as identified in the current college health, safety and environmental policies and to maintain an awareness and observation of these regulations (as identified and available on the staff intranet). To maintain an awareness of other college fire, environment and health and safety duties as they relate to your employment.
PERSON SPECIFICATION

	Education/Qualifications

	S/L
	I
	A

	Essential:
	
	
	

	SIA License
	X
	X
	

	
	
	
	

	Desirable:
	
	
	

	Level 2 Math’s and English
	X
	X
	

	Health and Safety Qualification 
	X
	X
	

	Full UK Driving License
	X
	X
	

	First Aid at work Training
	X
	X
	

	Knowledge and Experience

	S/L
	I
	A

	Essential:
	
	
	

	Experience of working in a high customer orientated/service delivery environment
	x
	x
	x

	IT skills (ability to work with reporting software, CCTV systems) and applications
	x
	x
	x

	Good standard written and verbal communication skills
	x
	x
	x

	Experience working within a security role
	x
	x
	x

	Flexibility in working the various shifts and college campuses due to operational requirements 
	x
	x
	x

	A successful track record of working on own initiative as well as part of a team
	X
	x
	x

	Good listening skills
	x
	x
	x

	Have an awareness of and be responsive to the needs of students in the 16-18 age range, in particular the ability to form positive and professional relationships with them
	x
	x
	

	Good interpersonal and communication skills
	x
	x
	x

	Be flexible and have the ability to take the initiative
	x
	x
	x

	The ability to prioritise and to work under pressure
	x
	x
	x

	Be well-organised, energetic, self-motivated and hard-working
	x
	x
	x

	
	
	
	

	Other Requirements

	S/L
	I
	A

	A flexible “hands-on” attitude to work
	
	
	

	A friendly, helpful approach to both staff and students
	x


	x
	x

	Ability to work without direct supervision
	x
	x
	x

	Be willing to co-operate collaboratively with staff and assist both staff and students
	x
	x
	x

	Previous experience of working in a school or college, possibly in a similar or related role
	x
	x
	x

	Previous experience of security responsibilities in some form
	
	
	

	Driving License
	x
	x
	

	
	
	
	

	Safety Critical Role
	
	
	

	Subject to Enhanced DBS
	
	
	


S/L = Short Listing        I= Interview         A=Assessment 
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