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Generic job description and selection criteria 
	Job title
	Security Officer

	Department
	

	Grade and salary
	Grade 2


Job description

Overview of the role
Provides security service to ensure 24-hour safety on University premises
Responsibilities/duties 
· Conduct patrols of University premises in order to identify hazards and prevent loss, damage or injury to University premises, or users, by foot and by vehicle

· Provide the immediate response to reported incidents and where required, ensure the prompt referral to emergency services
· Provide security cover at events and ceremonies as and when required
· Police the University’s car parking provision, including enforcement activity in accordance with the University's regulations for parking on University property
· Maintain a detailed Duty Occurrence Log using the software provided
· Monitor the University's Central Alarm Monitoring System and Closed Circuit Television System and respond to alarms as directed by the system
· Answer all incoming telephone enquiries (Emergency and Non-Emergency) into the Control Room in a prompt, customer focused and professional manner 
· Lock and unlock buildings and premises as designated and ensure the setting/unsetting of all intruder alarms

Selection criteria 
Essential
· Demonstrate good interpersonal and customer service skills

· Demonstrate the ability and willingness to work as part of a team
· Ability to communicate clearly and accurately bother verbally and written
· Competent in the use of a range of technologies that assist the day to day operations of the service

· Up to date computer literacy – Microsoft and web based packages
· A full UK or European driving licence

Desirable
· Knowledge/experience of operating a CCTV system
· First aid certificate
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