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JOB DESCRIPTION

JOB TITLE:

Security & Site Coordinator
REPORT TO:

Finance Director
FUNCTION:
To be responsible for managing all people and day-to-day operational issues in relation to the provision of all aspects of site security for the Ironbridge Gorge Museum Trust. 

DUTIES:

· To work as part of the day and night shift rota to deliver all security functions and processes and when on shift to perform the duties of a security officer including:
· checking and secure all properties to ensure all windows, doors, gates, etc are properly secured 

· setting of alarm systems

· checking for fire risks and taking appropriate action to remove risks

· collection of monies and keys

· monitor CCTV for incidents

· lock and unlock duties including providing entry for properly authorised visitors, contractors etc

· undertaking patrols.



· To manage the security officer roster, ensuring 24-hour cover at all times and ensuring there is sufficient cover for holidays, sickness and absences and filling in where required

· To maintain procedures for recording and monitoring annual leave and sickness
· To monitor the performance of all security officers maintaining positive employee relations and ensuring coaching, appraisals and any investigations are carried out in line with company policy and procedures
· To liaise with Chubb and other security and fire alarm service providers to ensure smooth operation, repairs, monitoring and rapid response

· To document, review and keep up to date security procedures implementing improvements where necessary
· To actively participate in the day to day security operations of the Sites to ensure the safety and security of all personnel, visitors and property

· To maintain an accurate record of incidents that occur and liaise with appropriate authorities as applicable
· To comply with the Museum’s Health & Safety policy and procedures and assist in ensuring the safety and welfare of all staff, visitors and contractors

· To comply with Museum’s Data Protection and CCTV policies

· To manage issuing of keys to authorised key holders

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

· To be flexible and extend duties to carry out any other reasonable duties and responsibilities as assigned in order to meet Museum demands and service needs

PERSON SPECIFICATION:
Essential  

· 5 year checkable work history
· Security experience
· Experience of a customer service focused operation
· Good organisational and interpersonal skills
· Excellent communication skills

· Competent in Microsoft email, word and excel

· Ability to work as a team member

· Ability to use own initiative

· Flexible in approach to work

· Strong supervisory skills 

· Full driving licence and own vehicle

Desirable

· SIA security licence

· First Aid qualification

STAFF REPORTING DIRECTLY:

· Security Officers

BUDGETS HELD:

· N/A 

This Job Description is subject to periodic review
