City of Wolverhampton College
Job Specification

Job Specification		[image: Text

Description automatically generated]



Security & Liaison Officer
Estates Department

	Responsible to:

	Director of Estates

	Responsible for:

	N/A

	Grade of post:

	Grade 4

	Hours of work:

	37 hours

	Work location:

	Lichfield Campus

	Code:
	HR2526-161



	Job Purpose:  
To provide a pastoral and security focus to the Lichfield Campus which combines an ability to work with and support learners as well as carrying out more traditional security responsibilities. This postholder will also support the estates team during holiday periods.




Key Duties & Responsibilities

1 The primary purpose of the Student Liaison and Security Officer is to support the safety and wellbeing of learners at the College campuses.

2 To identify at risk learners through means such as attendance, behaviour and other general observations and refer to relevant colleagues such as Safeguarding.

3 To provide early pastoral support to learners who may be at risk of leaving the College or erring towards disciplinary processes.

4 To ensure the safety of the College and its immediate environment during the College da, leading on College ID badge checks, bag searches and monitoring of smoking areas

5 Act as a keyholder and assist with the College opening / lock-up in conjunction with the College premises team. Operate CCTV and access restricted information and data.
6 [bookmark: _Hlk95484956]Assist the estates team with minor repairs during holiday periods.

7 To lead on College ID badge checks, bag searches and monitoring of smoking areas.


Other Duties and Responsibilities

· To carry out all duties in accordance with the College’s Health and Safety, Safeguarding & Equality & Diversity policies and procedures, practices and procedures.

· To carry out any other duties as directed by your Line Manager.

Safeguarding

The College considers that the job holder for this role should have a DBS Enhanced disclosure


	Communication – Oral and written
	· To be able to listen to different viewpoints and get an understanding of the facts involved 
· To be able to talk to younger people and allow them to share their questions and concerns.
· To be able to interview learners and record the important points as a statement.
· To keep confidential documentation relating to cases to allow support to be claimed and to provide data and statistics to support development of reports.
· Be able to calm and diffuse difficult situations
· Actively promote Equality and Diversity/British Values through resources and when supporting learners.
· Liaise with the Head of Estates and external agencies over security issues including the police, local residents and businesses and other crime prevention agencies.
· Work proactively with students and staff to identify at risk areas and suggest preventative measures.

	Teamwork & Motivation – internal or external, can be fixed, matrix, project groups
	· To work in partnership with curriculum teams, the Safeguarding Team and the Estates Team.
· To work collaboratively with external agencies such as the Police.
· To be self-motivated and self-starting, using their experience to determine how best to approach different issues on different days
· To be available and ready to support staff or learners in differing situations.

	Liaison & Networking – Liaison is making and maintaining individual work-related contacts; network is interconnecting group of people (internal and/or external)
	· To work effectively with all staff across the College and build trusting relationships.
· Have a knowledge and understanding of learners who may be more challenging and disruptive in particular year groups
· Connect with other security personnel based at other sites to share best practice and knowledge.
· To promote general crime prevention awareness throughout the College including the security marking of college equipment.


	Service Delivery – customer is anyone receiving services
	· Ensure that the student liaison and security service provided by the College is consistent and of good quality.
· College staff have a consistent and dedicated point of contact for security concerns and requirements


	Decision Making – relates to finance, physical resources, students, staff, and policy
	· To make own decisions about the best, common sense course of action when dealing with immediate security or safety situations.
· To understand and implement the College policies on learner behaviour and expectations
· Make recommendations on physical resources needed to support the success of the service.


	Planning & Organising – financial, capital and people
	· To work independently and able to plan and prioritise own work.


	Initiative & Problem Solving – identifying actual/potential problems, considering/devising solutions, implementing.  Consider acting within given boundaries.

	· Use own initiative to deal with on the spot situations based on College procedures and policies 
· Respond to disclosures from learners which may place them or others at risk by liaising with the Safeguarding Dept
· To apply College policies across situations and advise learners where they are not compliant 


	Investigation & Analysis – includes research
	· To be observant about changes in student attendance and behaviour to support early intervention from the College
· Undertake investigations into learner incidents including taking statements, reporting on facts and making logical conclusions.


	Sensory & Physical Demands – uses senses singly or in combination and use of physical skills/ effort
	· Microsoft office skills needed are word and outlook.
· Able to use, or learn to use, CCTV systems to provide security and evidence whilst being aware of GDPR requirements. 


	Work Environment – conditions under which they work. Risk/H&S
	· Work in an outdoor environment responsible for own health & safety and that of learners and visitors.
· Be confident and competent with environment to ensure working safely.
· Monitor risk assessments for all learners' activities and events to ensure the safety of all. 
· Carry out visual risk assessments on equipment and reporting issues.
· Comply and adhere to standard health and safety guidance in regard to self and others, and report concerns to others for action. 
· Complete mandatory Health and Safety training
· To carry out security patrols and be available for front line on-call duties.
· To act as a College first aider.
· To locate missing or ‘at risk’ students as requested.
· To assist as fire officer during fire/bomb evacuations.
· To respond to and/or investigate incidents of poor student behaviour in College or on College activities/services including transport. This includes taking statements and interrogating CCTV footage.
· To monitor the status of visitors and to discourage unauthorised visitors.
· To maintain security of the College car parks, monitoring their use by staff, students and visitors and the checking of permits.


	Pastoral Care & Welfare – physical, mental health & wellbeing 
	· Encourage, motivate and inspire students.
· Able to deal with matters confidentially and with sensitivity.  Also to deal with families of individuals where appropriate
· To understand when issues need to be referred to others such as the Safeguarding Team and/or Curriculum Teachers/Managers.


	Team Development – coaching, development of team (not others)
	· Assist colleagues with day-to-day tasks and help new employees settle in
· Participate in the College induction process.
· Engage in activities to share good practice within teams.


	Teaching & Learning -Support all types of teaching and learning support outside of immediate work team

	· As part of Security Team, advise on security matters and lead on themes such as searching learners and general College security.
· Maintain an inclusive environment which reflects and values the diversity of students.

	Knowledge & Experience – knowledge acquired through education/ qualifications and experience
	· Working within a diverse environment of active students
· SIA Qualification
· First Aid Qualification
· Follow college practice, procedure and policy.





PERSON SPECIFICATION
	Education/Qualifications
	
	
	

	Essential:
	S/L
	I
	A

	· First Aid qualification
	ü
	
	

	Desirable:
	
	
	

	· SIA security licence
	ü
	
	

	Experience and Technical Skills
	
	
	

	Essential:
	S/L
	I
	A

	· Experience working with challenging behaviours and handling difficult situations
	ü
	ü
	

	· Full, clean UK driving licence
	ü
	
	

	· Good verbal and written communication skills with evidence of being able to listen and influence others
	ü
	ü
	

	Desirable:
	
	
	

	· Use of CCTV and surveillance equipment
	ü
	ü
	

	Personal/Behavioral Attributes
	
	
	

	Essential:
	S/L
	I
	A

	· Be willing and able to work outdoors
	ü
	ü
	

	· An effective communicator, particularly with younger adults
	
	ü
	

	· Dedicated and focused  
	
	ü
	

	· Well-spoken and presented  
	
	ü
	

	· Organised and methodical in approach even when under pressure
	
	ü
	

	· Engaging and able to work as part of a team as well as an individual
	
	ü
	

	· Self-motivated and able to work independently 
	
	ü
	

	· Available to work occasional weekends or evenings to support open events etc
	ü
	ü
	

	Other Requirements
	
	
	

	Essential:
	S/L
	I
	A

	· Clean enhanced DBS record.
	
	ü
	

	Safety Critical Role
Able to travel between sites
	
	
	



S/L = Short Listing        I= Interview         A=Assessment 

Training 
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