

JOB DESCRIPTION
Job Title:	Security Operations Supervisor (Part time)
Reports to:	Director of Operations
Location:	Radley College, Abingdon, Oxon
Responsible for:	The effective supervision, coordination and administration of the College's Lodge and security operations during night shifts, ensuring the safety, security and smooth operation of the College site. The role provides leadership and oversight to the night security team, ensuring that operational requirements are communicated, organised and delivered effectively whilst maintaining excellent service standards for staff, pupils, visitors and contractors.


KEY RESPONSIBILITIES
Leadership and Operational Management
· Provide day-to-day leadership, supervision and support to the night Lodge and security team.
· Promote a positive, professional and customer-focused culture across the team.
· Ensure high standards of performance, conduct, attendance and service delivery are maintained.
· Monitor team performance and address issues appropriately, escalating where necessary.
· Conduct regular one-to-one meetings and support the ongoing development and wellbeing of team members.
· Contribute to the continuous improvement of Lodge operations, processes and service standards.
· Act as the senior operational point of contact for the Lodge during night shifts.
Security Operations and Site Oversight
· Oversee the effective delivery of security arrangements across the College site during the evening and night.
· Ensure security staff are appropriately deployed and briefed on operational priorities.
· Monitor incidents, site activity and security concerns, ensuring appropriate responses are implemented.
· Maintain awareness of College activities, events and occupancy requirements that may impact night operations.
· Ensure compliance with College policies, procedures and operational standards.
· Support emergency response arrangements and coordinate appropriate action during incidents.
Administration and Resource Planning
· Prepare and maintain staff rotas to ensure appropriate levels of operational cover.
· Manage holiday requests, absences and staffing adjustments in line with operational requirements.
· Maintain accurate operational records, reports, logs and security documentation.
· Ensure all administrative duties are completed accurately and within required timescales.
· Utilise College systems and software effectively for scheduling, reporting and communication purposes.
Communication and Coordination
· Act as the key liaison between day and night Lodge operations, ensuring effective handovers and continuity of service.
· Attend and contribute to operational handover meetings as required.
· Communicate incidents, emerging risks and operational matters clearly to relevant stakeholders.
· Ensure team members are fully briefed on key information, events and site requirements.
· Foster effective communication and collaboration with colleagues across the College.
Events and College Activities
· Coordinate Lodge and security staffing requirements for College events, activities and functions taking place outside normal hours.
· Ensure security and operational arrangements are planned, communicated and delivered effectively.
· Work collaboratively with academic and operational departments to support successful event delivery.
· Support the College's wider operational requirements during major events and key periods throughout the year.
Staff Welfare and Team Development
· Act as the first point of contact for team welfare, wellbeing and operational concerns during night shifts.
· Support the resolution of staff issues in a fair, professional and constructive manner.
· Escalate serious concerns appropriately in accordance with College procedures.
· Promote teamwork, engagement and effective working relationships across all operational shifts.

OTHER DUTIES
· Such other duties which may reasonably be required.
· To attend necessary training as required by the College.
· Radley College is committed to safeguarding and promoting the welfare of its pupils and expects all employees to share this commitment.  Employees must, at all times, have regard to the need to safeguard and promote the welfare of children in line with the provisions of the Children Act 2004 (as amended) and Keeping Children Safe in Education (as amended) and be fully aware of, and understand, the duties and responsibilities that apply to their role in relation to these requirements.  All employees must attend appropriate training in accordance with College and local Safeguarding Board stipulations.

HOURS OF WORK
· Monday, Wednesday and Friday 
· Alternate Saturday and Sunday 
· 18:30 to 22:30 
· Additional hours may be required to support College events, operational requirements or emergency situations.

PERSON SPECIFICATION
Essential
· Previous experience supervising, leading or managing a team.
· Strong organisational, planning and administrative skills.
· Experience producing staff rotas and managing staffing requirements.
· Excellent communication and interpersonal skills.
· Strong IT skills, including Microsoft Office applications.
· Ability to build positive working relationships with colleagues, visitors and stakeholders.
· Strong problem-solving and decision-making skills.
· Ability to work independently and exercise sound judgement.
· Reliable, professional and able to remain calm under pressure.
· Strong commitment to customer service and operational excellence.
Desirable

· Experience working within an educational, security, facilities or customer-facing operational environment.
· Knowledge of security operations, incident management and site safety procedures.
· Experience working within an independent school, boarding school or comparable environment.
· Experience managing teams operating across shift patterns.
· Relevant security, facilities management or supervisory qualifications.
Personal Attributes
· Professional and approachable leadership style.
· Highly organised with excellent attention to detail.
· Calm, confident and resilient.
· Proactive and solutions-focused.
· Strong sense of responsibility and accountability.
· Able to build trust and credibility with colleagues across the College.
· Committed to supporting team development and maintaining high standards of service delivery.

image1.jpeg




