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POSITION DESCRIPTION


	Position Title: Security Officer
	Business/Function: Wilson Security 

	Position Reports to: Site Supervisor

	Location: ACT, NSW, QLD, SA, VIC or WA



Job Purpose
The Security Officer position is entrusted with the responsibility of safeguarding people and property.  Security Officers will undertake a combination of guarding, patrolling, and monitoring of premises, to deter and detect criminal and antisocial behaviour.  By providing this security service, the role aims to create a safe and secure environment where people can feel safe to move freely throughout the premises and / or community.
Accountabilities
	Key Result Area
	Key Tasks

	1. Provide a high quality, client focused onsite security service, undertaking preventative measures to minimise loss or harm


	· Monitor and authorise entrance and departure of employees, customers, contractors, visitors, and other persons to guard against theft and maintain security of premises

· Patrol premises or designated area on foot to prevent and detect signs of intrusion and ensure security of doors, windows and gates.  Patrols will be both targeted (in response to a call for assistance) and random (to maintain a security presence)  

· Circulate among visitors, patrons and employees to preserve good order and protect property

· Respond in an enthusiastic and helpful manner to questions asked; demonstrate a preparedness to advise and share basic information about security service matters, and  the site and premises more generally

· Maintain diligent awareness of all onsite activity

· Inspect and adjust security systems, equipment and machinery to ensure correct operational use and to detect evidence of tampering

· Monitor and adjust controls that regulate building systems, ie: air conditioning, evacuation systems, if required 

· Operate communication systems, ie: two-way radios, to keep others notified of your whereabouts, and remain abreast of current developments onsite

· Identify and raise with Management, any opportunities to improve systems, processes and provide a more quality security service 


	2. Provide an immediate security response (observes and reports), and initiates a corrective action in matters of unauthorised access, anti social behaviour, vandalism and other minor offenses


	· Answer alarms and investigate disturbances

· Attend to all reports of unauthorised access, antisocial behaviour, and / or damage to resolve the issue immediately or assess whether the issue warrants elevation, with further support required from authorities

· Call the police, fire department or other authorities in cases of emergency, such as fire or presence of unauthorised persons

· Prepare and submit accurate and timely reports of daily activities and irregularities, such as equipment or property damage, theft, presence of unauthorised persons or unusual occurrences

· Warn persons of rule infractions or violations, and apprehend or evict violators from premises, only using force when necessary

	3. Act with integrity and pride as a representative of Wilson Security and as a certified Security professional
	· Actively promote a favourable image of the Company and its Clients all times whilst on duty, or whilst commuting to and from that duty in uniform
· Actively generate sales leads by identifying opportunities to grow Wilson Security’s business and forward information through to appropriate Business Development Manager,  i.e. name of potential client and name of current security services provider  
· Act in accordance with site specific Standard Operating Procedures (SOPs), Corporate Policies and Procedures and special instruction from Management

· Perform work in a safe and healthy manner, in accordance with the Wilson Security Occupational Health and Safety System
· Carry out any other duties within the scope and level of this position, as directed by Management

	4. Additional duties below apply if performing specialist security role  

 
	

	Mobile Patrol Officer:

Visit offsite Client premises in response to alarms and check for any damage or disturbance   
	· Respond to remote alarm activations in a marked, fully equipped vehicle within a geographical area, within a specified time frame, taking guidance from a central control room 
· Actively generate sales leads by identifying opportunities to grow Wilson Security’s business within a patrol run, or current Client’s who would benefit from more frequent patrolling, and forward information through to appropriate Business Development Manager,  i.e. name of potential client and name of current patrols provider  
· Identify instances of unlawful or attempted entry or coordinate a response where required

	Control Room Operator (CRO):

Coordinate and support operational requirements for the delivery of a 24 hours a day, 7 days a week security service 

	· Answer promptly all incoming telephone calls, faxes and emails with an aim to provide an immediate solution to internal and external Clients

· Conduct welfare checks
· Monitor CCTV screens for extraordinary conduct or behaviour

· Coordinate a response to ‘late starts’ and ‘no shows,’ dispatch patrols in response to alarms, and provide command and control support during emergencies or incidents, including escalation of major incidents

· Assist with after-hours rostering duties in accordance with relevant industrial instruments and Corporate Policies and Procedures

· Brief Security and Patrol Officers on site requirements, where necessary

· Complete associated logs, sheets, records, or job requisitions and keep accurate records, ie: alarm dockets and run sheets, for billing purposes

· Report and recommend solutions for all non-conformances detected to the Supervisor in order to maintain quality of service

· Monitoring and reporting of KPI’s specific to department and /or client requirements 

· Provide feedback to Management on more effective and innovative ways to capture information and report on key data 

	Concierge:  

Perform front of house duties in a corporate environment  
	· Manage the front reception desk of a corporate office building 

· Monitor incomings and outgoings within the building watching for extraordinary conduct or behaviour

· Greet all visitors, log their arrival and departure, issue and retrieve visitor and contractor passes and arrange escorts

	Screening Officer:  

Control access points and conduct screening checks operating an X-Ray and Metal Detection screening devices
	· Operate detecting devices to screen individuals and prevent passage of prohibited articles into restricted areas



	Kerbside Management Officer (KMO):

Direct public and traffic at the kerbside of an airport so as to positively impact on the security and efficiency of the facility 
	· Ensure that all passengers and visitors arrive at and leave from the kerbside in a safe and orderly manner

· Control vehicular traffic passing through an airport’s domestic and international terminals

· Manage taxi rank by guiding taxi drivers and passengers, prioritising the safety of all, and ensuring fairness is accorded to safety of all parties  

· Monitor that all vehicles are parked correctly, and if not, issue parking infringements




Key Selection Criteria
	Technical
	Managerial / Administrative
	Personal

	1. Current Security license 

· Has a valid Security license in the State in which the role will be performed (except KMOs)
· Screening Officer:

· Qualified on PRSS0212A Screen Baggage and People

· CRO:

· Control room modules of Certificate lll Security Operations 
· KMO:

· Traffic Controller’s Card (‘Blue card’)

· Occupational Health and Safety Course (‘Workcover card’)

2. Current Driver’s license

· Holds a current Driver’s license in the State in which the role will be performed

3. Basic computer literacy

· Can navigate, read and create documents in Microsoft Outlook, Word and Excel 


	4. Good literacy and numeracy skills

· Can communicate information and ideas in writing for others to understand

· Is able to produce a simple file note, memo or other report as appropriate for the needs of the audience

· Can calculate simple mathematical equations

5. Good problem solving skills 

· Has problem sensitivity, ie: an ability to tell when something is wrong or is likely to go wrong

· Uses logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems, and chooses the most appropriate one

· Uses life experience to develop solutions, and takes action to solve the problem
	6. Excellent verbal communication skills

· Can listen to and understand information and ideas presented verbally 

· Can articulate a verbal message clearly 

· Can issue instructions confidently and persuasively  

· Is able to describe a witnessed incident clearly to others  

· Is aware of others’ reactions and understands why they react as they do

7. Demonstrated adaptability

· Can manage effectively in varying environments and with different tasks, responsibility and people

8. Customer focus

· Has customer service experience which involves strict adherence to policies and procedures

· Has proactively developed customer relationships by making efforts to listen and understand the customer (both internal and external)

· Can provide solutions to customer needs

· Places high priority on customer satisfaction





I have read, understood and accept my responsibilities as outlined in this position description.

Name of Occupant:


……………………………………………………………………………




Date:
………………….

Signature of Occupant:
…………………………………………
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