Job Description

Job Title
Security Officer

Department Location
Security Waddesdon Manor, Bucks, HP18 0JH
Responsible to: Date

Security Supervisor
Head of Security & Transport or in absence
Head of Compliance and Risk Management

Overall Purpose:

The post of Security Officer will be responsible for ensuring that Security policy and procedure is
followed and maintain the physical security of Waddesdon Manor and its associated properties
and estate. They will complete daily tasks as instructed

The job holder will report to the Security Supervisors and will work closely with the Head of
Security and Transport to resolve issues in an efficient manner.

The role will be the customer-facing person within the Security department and will engage with
visitors and other invited guests with courtesy and professionalism.

Main Responsibilities:

Security:
e To conduct daily and routine security tasks as directed by the Security Supervisor or Head

of Security & Transport and where relevant to the Head of Compliance and Risk
Management

e Be the initial contact between visitors and the Security department.

e To escort contractors if required.

e To effectively communicate all relevant information to the Supervisors, Head of Security
& Transport and where relevant to the Head of Compliance and Risk Management

e Torespond to and appropriately escalate a response to any incidents across the site

e To undertake patrols of the estate as required.

e To ensure all required documentation is completed to a high standard

e To undertake any training and CPD deemed necessary

e To report any maintenance issues to Facilities management and Head of Security &
Transport

e To operate and monitor the CCTV suite and ensure all equipment operates correctly

e To liaise with external contractors in the event of an emergency call out.




To manage the daily operation of access control systems and key issues system
To control and appropriately escalate a response to any incidents across the site
To effectively deal with any reported sick leave

To undertake any training and CPD deemed necessary

To ensure that all required fire checks are conducted

To monitor and operate the fire detection system and coordinate an appropriate
response to alarms.

To check system for faults on a daily basis

Where appropriate advise the Head of Compliance and Risk Management of matters
which may contravene legislation or have health and safety implications

To ensure fire extinguishers throughout the estate are correctly located and serviced

First Aid:

To coordinate an appropriate response to any first aid incidents across the site
Monitor the first aid supplies across the site, informing the FC if an order is required
Complete accident reports as required

Undertake First Aid training as required

Health & Safety Responsibilities:

Ensure that any situation that represents a danger and all accidents/incidents are dealt
with promptly and are properly recorded

Take responsibility for own health and safety and that of others by following health and
safety systems and procedures

General:

The above list of duties is not exclusive and the post holder may be required to
undertake other tasks as may be reasonably expected commensurate with the post and
the smooth running of the Organisation

General attributes and experience:

Previous experience in a security role desired but not essential as training will be provided
Committed, selfless and displays ingenuity

Disciplined and proactive.

Excellent time management and organisational skills.

Physically fit enough to perform your duties.

Excellent communication skills and a friendly and approachable manner.

Good computer skills.
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e Good standard of written and spoken English.

e Experience of working with members of the public, including providing excellent customer
service. A customer-oriented approach is essential.

e Flexible approach and attitude.

e Smart and tidy appearance.

e Excellent communication skills, and a friendly and welcoming manner.

e Being able to professionally and politely provide visitors and staff with assistance and
information

e Aninterest in historic houses, museums, gardens, collections and exhibitions.




