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JOB DESCRIPTION

SECURITY OFFICER

	REPORT TO:
	Security Team Supervisor


	FUNCTION:
	To ensure the security of all Museum property and staff. To open up and secure Museum sites, informing line / site management of any issues requiring attention. To set and deactivate alarm systems, to check properties during the night shift, and respond to emergency calls as necessary.  To supply sites with change during the day and respond to staff requests for assistance.



	DUTIES:
	· To check and secure all properties to ensure all windows, doors, gates, etc are properly secured.
· To set alarm systems as necessary.

· To collect and transport money, keys, post and other items as required, around the Museum sites / to the bank as necessary.

· To undertake the banking in the evening.

· To maintain contact with the Team Supervisor or Security Manager or other key holders with the means provided.

· To cover for colleagues during annual leave and sickness when required by the Team Supervisor.

· To answer and attend to emergency calls whilst on duty.


· To check properties for fire risk and take appropriate action to remove such risks; i.e. heating systems and movable heating appliances, other than those required for safety or conservation.

· To collect and safely distribute money and keys as necessary.

· To deal with visitors, staff and corporate clients in a professional manner at all times, using the highest standards of customer service.

· To wear the issued uniform in a smart and tidy manner.

· To comply with all Museum policies and procedures, using ones initiative where required.

· To undertake any other duties as reasonably required by the Team Supervisor or Security Manager.





Signed …………………………..….  Printed …….……………………  Dated …………………


(Employee)

Signed …………………….……….  Printed ……….….………………  Dated …………………


(Line Manager)
