


Job Description

	Job title:

	Senior Security Officer

	Department/School:

	Security Services

	Grade:

	6

	Location:

	University of Bath premises



	Job purpose


	
To effectively manage and be a role model to a team of security officers to ensure a safe environment for staff, students and visitors on campus and in off campus buildings, by proactively engaging with customers and responding to incidents. Supervise and manage critical incidents in the absence of Senior Security Management.




	Source and nature of management provided 


	
Security Manager




	Staff management responsibility


	Generic responsibility for a Team of 5-6 Security Officers but operational responsibility for all Security staff, Parking staff and Transport Customer Liaison staff when on duty.




	Special conditions 


	
a. The post holder will wear the approved University Security uniform
b. The role is based on a 36.5 hour per week [+ 2Hrs O/T] rotational shift pattern covering 365 days per year over 24 hours per day working 12 hour shifts.
c. Post holders are required to hold a valid full driving licence for manual and automatic vehicles
d. The post is non-sedentary. 
e. Post holder will be required to be SIA Door Supervisor Licensed, FAAW and Mental Health First Aid accredited and may be required to be SIA CCTV Operator licensed. (All relevant training will be provided).



	Main duties and responsibilities 


	· 
	Staff Management

· Effectively manage a team of SOs acting as a role model at all times. 
· To manage performance through conducting the initial investigation meetings under the probation, capability, disciplinary and absence policy.
· Responsible for holding regular meetings with direct reports and 1:2:1's, following up on any actions identified and for ensuring all SDPR's are completed, clear objectives set and training needs are identified for your team in line with the department’s annual plan and long term aims.
· Retain and motivate the team using appropriate recognition, development and promotion opportunities.
· Providing handovers to other teams at the end of shifts. 
· Ensuring that the team adheres to health and safety procedures. 
· Provide regular briefings to staff particularly around any key changes or events.
· Provide training to staff and ensure that the team have completed the training plan requirements.  
· Identify and challenge inappropriate behaviour.
· Review and update SOP’s.
· Ensure staff are fully current with their regulatory licensing and accreditations (e.g. SIA, FAAW Mental Health First Aid, Driving of University vehicles).
· Identify individual staff development issues.
· Deal with conflict between team members.
· Supervise deployment of staff required for critical incidents and major events.
· Supervise staff engaged on critical operational incidents, instigating elevation protocols where necessary and holding ‘hot debriefs’.
· Identify any issues with other staff from other UoB departments who may require support or advice. 
· To promote a positive culture and challenge inappropriate behaviours, having a full understanding of equality and diversity and the expectations of the University. 



	
	Incident Management

· Managing and dealing with critical incidents, including the administering of medical first aid. This also includes incidents related to welfare and mental health. 
· To maintain clear accurate notes during incidents and then write incident reports using the Topdesk Incident Reporting system, which may be used as evidence by the Police and in a Court of Law.
· Preserve any potential evidence for use by external agencies using the correct procedures, legislation and policies.
· Be responsible for investigations of criminal offences and University Regulation disciplinary breaches committed by staff and students, ensuring that legal processes and University procedures are followed.  Preparing case files in support of criminal prosecutions or University Disciplinary hearings.
· The supervision of incidents occurring on and off Campus within your areas of responsibility, ensuring compliance of University Regulations and an awareness of implications for outside agencies. (E.g. Drug searches, sudden deaths). Ensure that all incidents and events are accurately recorded on the Incident Reporting system.
· Identify incidents that may have an impact on the reputation of the University or adversely affect the University community and communicate without delay those concerns to senior Management, via adopted protocols.
· Support the emergency services with any urgent issues relating to the University, staff or students.
· Ensure all operational equipment is maintained to the required standard for 24/7 use during incidents.
· Ensure welfare of all University staff assisting with critical / major incidents and hold ‘hot debriefs’, where relevant, ensuring staff welfare needs are met. Signpost staff to additional support services.


	
	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
· Be a first point of contact for welfare issues when other University services are unavailable.
· Ensure Security staff act in an appropriate and professional manner when dealing with customers.
· Assist other departments with Customer issues, such as AHS with commercial guest issues.  
· Deal with urgent issues raised by concerned parents or carers of students.


	
	General Security
· Supervision of asset security, patrolling, locking and unlocking of all campus and off campus buildings as required.
· Utilise using CCTV to prevent crime, maintain oversight during incidents and retrospectively provide CCTV evidence.
· Supervise the escorting of cash transfers, cash collection and assisting in cash counting as directed.
· Supervising the adherence and enforcement of car parking rules in the absence of car parking staff. 
· Respond to fire and intruder alarms
· Issuing keys in accordance with SOPs.
· Ensuring University staff have appropriate access to areas, relevant to their job role. 




	
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. 















Person Specification

	Criteria
	Essential
	Desirable

	Qualifications
	
	

	Qualifications
· Educated to GCSE level or equivalent
· Possess a valid SIA Door Supervisor licence, or able to acquire one within 6 months starting
· ‘First Aid at Work’ qualification,  or able to acquire one within 6 months starting
· ‘Mental Health at Work’ and ‘ASSIST’ training, or willingness to complete within probationary period
· Supervisory/management qualification

	







	









	Experience/Knowledge
	
	

	· Previous supervisory experience.
· Be knowledgeable and experienced in general security roles, responsibilities, patrols and types of incidents.
· 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



	








	









	Skills
	
	

	· Excellent report writing skills
· Ability to use numerous IT systems  
· 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
· Excellent verbal communicator in a diverse range of situations
· Experience of working as part of a team to resolve issues
· Interviewing and investigation skills

	


         







	





	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
· Able to form effective working relationships with other team members, with the ability to lead and motivate.
· Able to empower others by delegating responsibility, whilst maintaining accountability. 
· Ability to gain co-operation when faced with resistance by demonstrating an understanding of the views of others.
· Ability to adapt and effective manage a changing environment and meet varied customer expectations
· Successfully pass a DBS check, and maintain this status throughout employment
· Maintain an acceptable level of fitness to carry out this active role
	


















	






	   
Effective Behaviours Framework- Delivering the Experience

ahs 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 ahs. 


	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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