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Job Description

	Job title:

	Assistant Security Operations Manager

	Department/School:

	Security Services

	Grade:

	7

	Location:

	University of Bath premises



	Job purpose


	
The post holder is responsible to the Security Operations Manager and ultimately Head of Security Services, for providing the effective management of a team of security officers (response and accommodation) and support staff, ensuring a 24/7 service is provided to meet the demands of the organisation and its customers.   
The role will oversee the daily demands on the operational Supervisors and staff, ensuring they adhere to operational processes and delivering a high-quality service to the University community. The post holder to also ensure all relevant records are kept and compliant with statutory and University requirements. 
The post holder will ensure the maintenance of a safe environment across the University estate, at all times. Other responsibilities include; assisting with the management and supervision of critical incidents, both on and off campus involving members of the University community, including visitors. Assist with the resource planning and the execution of major event plans (e.g. Open Days, Graduation ceremonies), act as a Designate in the absence of the Security Operations Manager. 
The post holder will ensure all operational equipment is maintained to the required standard and support the operational supervisors with day-to-day operational issues and resource planning.  
The postholder may be required to assist with disciplinary investigations and identifying / securing evidence for external agencies (e.g. Police).. 
The post holder will be required to assist with the recruitment of staff (Up to and including Grade 6) and sickness management and manage staff in accordance with other university policies and procedures. 
The post holder will ensure the Security control room is appropriately resourced and supported. 
The post holder will be required to oversee sickness management and support Team supervisors with sickness management and staff discipline issues. 
The post holder will be required to develop professional and operational relationships with internal stakeholders and departments, to ensure that lines of communication with security management are accessible 24/7.  
The postholder will be required to ensure that all relevant staff are professionally developed and ensure that all operational staff maintain their statutory accreditation. There will be a requirement to cover ‘On Call’ duties periodically (e.g. one week in four) and to attend the University outside normal working hours to manage emergency situations, exceptional critical incidents and major University events. 
If overtime is incurred due to managing a critical incident or planned major event, then it will be compensated through TOIL, in line with University policies. 




	Source and nature of management provided 


	Security Operations Manager




	Staff management responsibility
 

	Line management responsibility for the Senior Security Officers. To oversee and support the operational teams and their supervisors. May be required to act as designate for the Security Operations Manager, as and when authorised and supervise other Security and non-Security staff during major or critical incidents.




	Special conditions 


	
a. The role is based on a 36.5 hour per week. (working 5 out of 7 days)
b. There may be occasional need to work outside office hours due to training, critical incidents or planned major events.
c. Post holders are required to hold a valid full driving licence for manual and automatic vehicles
d. The post holder will be required to undertake ‘On-call’ responsibility periodically (e.g. one week in four), but this will attract additional payment.   
e. Post holder will be required to be Security Industry Authority (SIA) Door Supervisor Licensed (All relevant training will be provided).



	
	Main duties and responsibilities 


	
	· To assist the Security Operations Manager with the effective management of a team compromising of security officers, accommodation security officers and support staff including supervision, continued professional development, assessment, monitoring sickness and welfare, operational performance of staff, identifying training needs, setting objectives, coaching, mentoring, overseeing department administration, equipment, vehicles and logistical deployments.  
· The daily supervision of incidents occurring on and off campus, including ‘out of hours’ attendance during serious incidents and emergencies (when on call). 
· Complete Supervisory staff review interviews and reports on security team leaders and other staff as appropriate.
· Ensure Security staff deployments meet daily requirements and demands e.g. Incident response, Control Room, patrols, static duties, lockdown procedures, traffic and public order management throughout each 24 hour period, 7 days a week. 
· Managing the Incident reporting systems and daily reports.
· Resource / Logistics planning for major events.
· Oversee daily resource requirements
· Liaison with other operational departments within the University.
· Oversee the management and administration of unclaimed Found Property, monies and maintenance of relevant records. 
· Assist the SOM with investigations.
· Any other duty commensurate with the role. 
· Dealing with sensitive and emotionally challenging welfare issues relating to students and staff including critical incidents, whilst also drawing on knowledge of criminal law in cases which need to be handed to police. 
· Responsible for conducting risk assessments, including dynamic risk assessments, and ensuring staff in area of responsibility are equipped to dynamically risk assess potentially volatile situations they respond to. In addition, responsible for ensuring operational equipment is fit and safe for use. 
· Regular liaison with different teams and departments across the University and external agencies such as the emergency services, local authority and partner organisations.
· Inputting into and maintaining effective networks inside and outside of the organisation for the purpose of sharing information/best practice and developing effective partnerships and working relationships. Attending network meetings and events regularly to facilitate this.

	
	Emergencies & Critical Incidents
· Assisting operational Supervisors with managing emergency and critical incidents.
· Review and update SOP’s relevant to emergency and critical incidents.
· Acting as initial ground commander to deal with emergency or critical incidents.
· Supervise the coordination of evacuations of academic and non-academic buildings during major incidents and fire alarm activations.
· Ensure PEEPS plans for vulnerable staff / students are current.
· Assist other departments and other agencies with identifying and locating missing students or staff.
· Ensure all safety protocols are in place and periodically reviewed, such as Fire Evacuation drills in UoB residences. 


	
	Events
· Assist with major and joint services Security operations for high level VIP’s or major events. (e.g. Graduations, Staff Industrial Action, Student protests).
· Assist with the planning and execution of major University events, such as University Open Days. 

	
	Investigation & Disciplinary Assistance 
· Support the SOM with internal and external investigations which may amount to Gross Misconduct or criminal behaviour by preserving any potential evidence in line with the correct and legally compliant procedure and by keeping accurate written and word documents, including witness statements. This may be used as evidence by Police or in a Court of Law.
· Utilise using CCTV to prevent crime, maintain oversight during incidents and retrospectively provide CCTV evidence in line with current legislation and University policies).


	
	Customer Service
· To effectively communicate verbally with:
· customers in often distressing or volatile situations
· other security staff using the internal radio system
· emergency services when required

· Support University neighbours with urgent issues
· Assist Transport Customer Liaison staff with issues relating to the bus service.
	

	
	
You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. You are required to follow all university policies and procedures at all times and take account of university guidance. You will be required to update and maintain your relevant training as required.
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Person Specification

	Criteria
	Essential
	Desirable

	Qualifications
	
	

	Qualifications
· Educated to degree level or having equivalent experience
· Possess a valid SIA Door Supervisor licence, or able to acquire one within 6 months starting and maintain this licence. 
· ‘First Aid at Work’ qualification, or able to acquire one within 6 months starting and maintain this qualification.
· ‘Mental Health at Work’ and ‘ASSIST’ training, or willingness to complete within probationary period

	
ü
ü

ü


ü
	

	Experience/Knowledge
	
	

	· Previous experience in managing and responding to critical incidents
· Previous experience of managing people in operations teams/areas
· Previous practical experience in a relevant security related field.
· Knowledge of criminal law and powers
· Be aware of Health and Safety issues in relation to security matters
· Previous experience of dealing with welfare and mental health issues
· Previous experience in a security or supervisory role
· Investigative experience


	ü

         
ü

ü
ü
ü

ü



	










ü
         ✓

	Skills
	
	

	· Sound report writing skills
· IT literate 
· Ability to plan and prioritise conflicting demands
· Hold a valid driving licence for manual motor cars
· Demonstrable experience of dealing with difficult situations and customers
· Confident verbal communicator in a diverse range of situations
· Experience of working as part of a team to resolve issues




	ü
ü
ü
         ü
ü


ü
ü

	





	Attributes
	
	

	· Able to deal with sensitive and confidential matters appropriately at all times
· Able to demonstrate trust and honesty at all times
· Able to demonstrate integrity at all times
· Able to demonstrate empathy
· Successfully pass an enhanced DBS check, and maintain this status throughout employment

	ü

ü
ü

         ü
ü
ü


	








	   
Campus Services

Effective Behaviours Framework- Delivering the Experience

Campus Services has identified a set of effective behaviours or ‘acts’ which we value and have found to be consistent with high performance. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these ‘acts’ previously. 


	Striving for Excellence:
Planning and organising workloads to ensure that deadlines are met within resource constraints.  Producing a high standard of work and consistently meeting objectives.  
  

	Providing Outstanding Service:
Willing and able to provide a professional, friendly and quality service to students, staff, commercial customers, visitors and suppliers. Displaying a positive ‘can-do’ attitude and tailoring the service to suit differing customer needs. 
  

	Problem Solving:
Able to remain calm under pressure and use initiative to overcome issues. Being proactive to ensure problems are not repeated and able to make suggestions on how we can improve. 
  

	Being Adaptable & Flexible:
Being open to new ideas and ways of working. Able to respond to shifting priorities and support colleagues when required.  


	Doing the Right Thing:
Being aware of how your behaviour impacts others. Showing respect and tolerance, being open and honest. Supporting environmental and fair-trade campaigns within Campus Services. 


	Caring:
Having a genuine desire to support others well-being. Being kind and compassionate to colleagues and customers. 


	Teamwork
Building effective working relationships. Working co-operatively with a wide range of inter-personal skills.   



	Developing self and others:
Showing commitment to own development. Seeking and accepting feedback.    
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