Job description

JOB TITLE

Security Officer 
REPORTING TO:
Centre Manager
HOURS OF

wORK:
40 hours per week (shift work - rolling 7 days per week)
Covering a mix of day, evening and weekend shifts.
SALARY:
£15,600.00 per annum plus a competitive benefits package including a company pension.
LOCATION:
Based at the Dairy Farm Shopping Centre but with requirement to work at other Ortus sites with Greater Belfast as required. 

___________________________________________________________________
Main functions of the Job:

To proactively secure the centre and provide high levels of customer service and engagement with all shopping centre tenants and visitors.  They will also assist in maintaining health and safety within the centre.
Key tasks and Duties

1. To patrol zoned routes of the premises and ensure security checks are carried out

2. To maintain a visible presence at entrance doors

3. To undertake CCTV monitoring

4. To provide reliable key holding duties for the centre and assist in the opening and closure of centre
5. To complete accurate daily entries, log books, reports and any incident reports
6. To control and monitor disabled parking bays, issuing PCNs when required

7. To control and monitor non-smoking areas 
8. To ensure high levels of customer services to visitors using the centre. 

9. To ensure high levels of proactive engagement and customer service with tenants are in place. 

10. To assist in ensuring all fire related procedures are regularly undertaken and checks carried out

11. To assist with all incidents as required in line with procedures
12. To collect all necessary details for near-miss and accident reporting should an incident occur
13. To assist in distributing mail to tenant businesses
14. To actively support the cleaning team and maintenance staff as required through refuse collection and prompt reporting of repairs.
15. To drive company vehicles on site as required to patrol the site and carry out reuse and maintenance support.
16. To adhere to Health & Safety procedures as issued by the Company

17. To utilise the company’s electronic equipment (computers, email, mobile phone and pager) as and when necessary

18. Any other reasonable duties as may be required by Ortus management.
Person Specification

	Post: Security Officer 

	Department: ORTUS Property Services  

	Requirements
	Essential
	Desirable

	Knowledge and Experience required
	A minimum of 6 months’ proven experience of security work including dealing with the general public
Or

A minimum of 6 months’ proven experience in another job involving dealing with the general public.
Proven experience of working both independently and as part of a team
	A minimum of 1 years’ proven experience of security work including dealing with the general public


	Skills and aptitudes required
	Excellent communication skills with ability to deal effectively with centre visitors 
Ability to produce clear written reports and maintain log books as required
Basic IT skills to include the use of email.
	Hold SIA License (either door supervisor or security guarding)
Level 2 Award for Working as a CCTV Operator (Public Space Surveillance) within the Private Security Industry or equivalent

	Personal qualities required
	The job holder will need to be able to demonstrate the following personal qualities:

· Strong interpersonal and observational skills
· Reliability and trustworthiness

· Resourcefulness and flexibility
	

	Circumstances
	Willingness to work evenings and weekends and on other sites if required
Ability to adhere to the centre uniform requirements.
Hold Full Driving license to allow you to carry out the driving aspects of the role.
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