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JOB DESCRIPTION
This form summarises the purpose of the job and lists its key tasks.
It may be varied from time to time at the discretion of the College in consultation with the postholder.
	Job Title: Security Manager 
	Job ref no: ISD-0350-25

	Grade:  6
	Department: ISD

	Accountable to: Head of Campus Services
	Responsible for: 
Security Contract and sub-contractors relevant to the security function 


	Job summary: 
To manage and ensure that comprehensive Security services are effectively delivered, in a welcoming and inclusive manner, on all RVC Campuses.

The post holder will be responsible for the full provision and implementation of policies, codes of practice, strategy and operational activity as well as providing professional advice to ensure that the section meets all external and internal delivery requirements. 



	Competency: Service Delivery
Key tasks: Include:
· Ensuring that all Security measures at all campuses are effective to protect students, staff, visitors, and college property.
· Effective contract management of the outsourced Security provider including auditing of assignment instructions, measuring contract performance, monthly KPI meeting/ensuring that all SLA’s are achieved.

· Contract management responsibility for all electronic security systems such as CCTV, Access Control, ANPR database and handheld radios. Responsible for arranging the procurement of additional requirements, upgrades, replacements, and maintenance as well as ensuring all systems are legislatively compliant.
· In-house equipment checks, inc. CCTV/access control to ensure operational, escalate where appropriate to the sub-contractor for resolve. 

· Enforce the RVC’s control of contractors’ procedure ensuring that all parties working on the estate have the correct permits to conduct the work and to assist in the induction process of new security contractors.

· Manage emergencies and serious incidents in the first instance and escalate issues, as appropriate, to senior management. Ensuring incident report, complete and available. Logged on safety net where appropriate.
· Management of parking facilities in line with current RVC guidelines.
· Act as licensee for the sale of alcohol on our premises, ensuring all documentation/extended licenses and training are compliant.

· Manage ID card issues and access permissions.


	Competency: Planning and Organising Resources
Key tasks: Include.
· Responding to security incidents in an appropriate manner.
· Reviewing incident trends and the section’s ability to respond appropriately while identifying any gaps in resources and formulating business cases for management consideration.
· Procurement and control of the stock of security items such as lanyards, access control cards, and car parking permits.
· Carry out all risk assessments and SOPs for security related tasks.
· Event licenses lead for applications/documentation purposes.
· Utilising SharePoint for security information data storage.
· Taking the lead on submitting policies for approval and regular reviewing of policies.
· To take up networking opportunities within the HE sector.



	Competency: Communication
Key tasks: Include:
· Regular liaison with departments to ensure that individual access rights are kept up to date, relevant department authorisation levels accurate.
· Liaise with the Police and other regulatory bodies - be first point of contact for police site arrival. 
· Responsible for ensuring that all security staff are aware of the policies and procedures for dealing with Student and Staff welfare matters, both on and off campus, and the relevant escalation procedures to follow.


	Competency: Initiative and Problem Solving
Key tasks:
· To investigate criminal activity around the RVC estate, liaise with the Police, and take appropriate action.
· Identification of security issues affecting the RVC and to take all necessary action to try to prevent them happening in the first instance and, where not preventable, ensure the best possible reactive procedures are followed and reviewed.
· Undertake regular Security reviews to ensure that the section is fit for purpose and can support the RVC activities.
· Undertake regular reviews of the College’s electronic security systems and arrange upgrades, replacements, and additional devices where necessary. 

· Assist with the tender process for security related services.


	Competency: Teamwork and Motivation
Key tasks: 
· To always ensure that the security team act in a professional manner and provide a friendly, supportive and customer focused environment.
· Act as a front-line contact for Staff and Students in all aspects of RVC Security and give advice and support where necessary.
· Manage (and sometimes undertake) day-to-day security duties such as internal and external patrols, management of car parks, intervention as and when necessary to prevent unreasonable behavior, way finding and directional advice and crime prevention advice.

· To train, mentor, coach, and support the security team to ensure that high levels of engagement, confidence and morale are maintained and that all health, safety, and welfare issues for the team are identified and supported.
· To communicate/engage with local PCSO groups for information and advice.

· Site inspections/tours/audits of security equipment.
· Monthly report to Head of campus services on operational security activities/issues across the portfolio. 




	Competency: Knowledge and Experience
Key tasks: 
· Ensure an up-to-date knowledge of Security regulations and Legislation.
· Awareness of Security issues affecting Higher Education establishments and how they are being addressed.
· Experience of managing a complex workload with multiple stakeholders.
· Experience of managing potentially volatile or sensitive situations and dealing with conflict resolution. 


	Flexibility: To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to perform work not specifically referred to above.


	· Weekend working will occasionally be necessary; the role holder will need the ability to be flexible.
· Working at any of the RVC 3 campuses (Hawkshead, Camden and Boltons Park Farm) will be necessary regularly.



