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	Position Title:  Security Officer
	Pay Grade:        EEO:           Date Created: 11/2011

	Direct Supervisor:  Director of Security
	Department:   Security

	 FORMCHECKBOX 
 Faculty     FORMCHECKBOX 
 Adjunct      FORMCHECKBOX 
 Staff       FORMCHECKBOX 
 Temp
	 FORMCHECKBOX 
 F/T     FORMCHECKBOX 
 P/T     FORMCHECKBOX 
 Exempt    FORMCHECKBOX 
  Non-Exempt


PLEASE ANSWER THE FOLLOWING QUESTIONS:
	What are the minimum requirements and/or education for the position?  
High School graduate with one year related experience, or an equivalent combination of education and experience. Security experience, particularly in education setting, is preferred.




	What knowledge, skills, and abilities are needed by an employee upon entry to this position (including any special certification and/or license)?       
· Skill in building security and lock procedures.

· Skill in providing protection services.

· Ability to write detailed and accurate reports.

· Ability to communicate effectively, both orally and in writing.

· Ability to use a computer (MSWord) for report writing and entering information.
· Ability to understand and follow safety procedures and make logical decisions.

· Ability to detect problems and criminal activity and report information to appropriate personnel.

· Ability to operate equipment safely, such  as vehicles and two-way-radio.

· Ability to gather data, compile information, and prepare reports.

· Ability to successfully complete First Aid, CPR and Bloodborne Pathogen training. 

· Ability to work flexible shifts including weekends and holidays.
· Ability to be called out anytime to work.

· Ability to apply professional judgment in emergency situations.

License and Permit Requirement

· Required to obtain a permit to carry a weapon.
· Required to possess a valid driver’s license.



	Describe the guidelines and supervision an employee receives to do this position, including the employee’s independence and discretion.  Performs duties within scope of general College policies, procedures and objectives.  Analyzes problems and performs assessments.  Uses judgment in adapting broad guidelines to achieve desired result.  Regular exercise of independent judgment within accepted practices.  Makes recommendations that affect policies, procedures and practices.  Refers exceptions to policy and procedures to the supervisor.




	Working Conditions Requirement:  To comply with the Americans with Disabilities Act of 1990 (ADA), which prohibits discrimination against qualified individuals on the basis of disability, it is necessary to specify the physical, mental and environmental conditions of the Essential Duties of the job.  Please use the following codes:  "F" for frequently; "O" for occasionally; "N" for not at all.

	PHYSICAL (employee must):
	MENTAL (employee must):
	ENVIRONMENTAL (employee):

	(O) Bend   (F) Sit   (O) Squat 
	(F) Read/comprehend
	(N) Is exposed to excessive noise

	(F) Stand  (N) Crawl  (F) Walk
	(F) Write
	(N) Is around moving machinery

	(F) Climb  (O) Kneel  (O) Push/Pull
	(O) Perform calculations
	(F) Is exposed to marked changes in temperature and/or humidity

	(O) Handle objects (manual dexterity)
	(F) Communicate orally
	(N) Is exposed to dust, fumes, gases, radiation, microwave (circle)

	(O) Reach above shoulder level
	(F) Reason and analyze
	(N) Drives motorized equipment

	( O) Use fine finger movements
	( ) Other
	(N) Works in confined quarters

	( ) Other
	
	( ) Other


	Must carry/lift loads of:
	(O) Light (up to 25 lbs.)
	(O) Moderate (26-50 lbs.)
	(N) Heavy (over 50 lbs.)
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	 Job Purpose:  Provides a visual security presence to ensure that students, faculty, staff have a safe work environment.


Instructions:  List 4-8 essential job functions; write E for essential and NE for non-essential, list percent of time each function is performed. List “Other Duties as Assigned” as non-essential.
	Job Functions (please list 4-8 essential functions):    



	E/NE
	% 

	1.  Assists and logs visitors entering and exiting campus. 
2.  Conducts hourly rounds to ensure safety and security of buildings, parking lots, and other PSC properties.  Night shift security officers are responsible to ensure buildings are locked and secured.
3.  Completes all reports as required for the position i.e., incident reports, daily log.

4.  Responds to all emergencies and non-emergency calls.
5.  Provides crowd control as required.
6.  Performs other duties as requested.
	E
E

E

E

E
NE


	40%
35%
15%

5%

5%

5%


	Performance Characteristics/Competencies: (list 4-6 performance characteristics/competencies)
1.  Dependability and Reliability
2.  Decision Making
3.  Focus of Quality Service
4.  Attendance
5.  Follow PSC Policies and Procedures
6.  Analytical Skills
7.  Interpersonal and Communication Skills



	 Position’s Supervisory Responsibilities (The responsibility for organizing and directing the work of others, and the accountability for such supervisory actions as hiring, promoting, determining salaries, and managing or directing projects or individuals):  None
Job Titles Supervised by this Position:

Job Title:                                                                                           #:  
Job Title:                                                                                           #:  
Job Title:                                                                                           #:  


	1.  Additional Comments:       



The above position description is an accurate and complete description of this job.

	Employee’s signature:  _____________________________________
	Date:  ___________  

	Direct supervisor’s signature:  _______________________________
	Date:  ___________


Received by:   ____________________________________________        Date:  ____________

