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1 Post Profile
Role Title

Security Guard 

Role Set and Spot Point

Delivery Set, SP16
Purpose of Role

To provide functional support to the assigned functional Department or project.
Key Duties/Responsibilities/Accountabilities

· Implement site Access Control procedures in accordance with Site Security Plan (SSP) and site instructions.
· Carry out searching of people, property and vehicles as per Company Policy and SSP.
· Carry out security patrols of the site and its environs in accordance with SSP and site instructions.  Promptly report any incidents and irregularities in accordance with procedures.

· Examine and take appropriate immediate actions in response to security incidents.

· Effective use of security management system (alarm and CCTV equipment).
· Operate Health Physics monitoring equipment (i.e. Bicron equipment and hand-held Gamma monitor).
· Liaise with Shift Leaders as appropriate. 
 The post holder will be required to hold security vetting clearance at 'SC' level
· Dealing with customer/client queries and resolving them within levels of experience and competence

· Drafting of correspondence to support day to day progression of tasks/deliverables

· Provide high level administrative support within the assigned function including but not limited to processing of expenses, arranging meetings, organising travel, accommodation, refreshments etc.

· Ensure that functional databases are accurately updated in a timely manner

· Develop and maintain effective filing and retrieval systems

· Prepare agendas, minutes and action plans as required. 

· Undertaking other administrative tasks assigned as and when required

· Assisting in the development of quality administrative systems and processes within the function

· The post holder may be required to be a member of, and participate in, the Site Emergency Scheme subject to any fitness standards required.

· Comply with the Health, Safety, Environmental and Quality policies, procedures, work instructions and risk assessments.  Support the continuous improvement of Health, Safety Environment and Quality at Site/Function.

· As a customer-focused individual, the post holder will be expected to support delivery within his or her range of skills, knowledge, experience and competence

· The post holder may be required to undertake emergency scheme duties.

Training

The post holder will be required to complete training as defined in Common Training Profiles, supplemented by Site Specific Training Profiles when required.

Authorisations

The post holder may be required to achieve various authorisations in order to carry out the full scope of the role. The requirements for specific authorisations are specified in Common Authorisation Instructions.
2  Person Specification

The main purpose of the Person Specification is to ensure that transparent and consistent criteria are applied for selection purposes.  Individuals being considered for this role must therefore meet all of the essential criteria reflected in this person specification.  In exceptional circumstances, where the individual does not fully meet the qualification criteria, demonstrable extensive experience will be taken into account, provided that their technical competence is assessed by the relevant Function as ‘suitably qualified and experienced’.

	
	
	Essential (E) / Desirable (D)

	Education / Qualifications / Training
	
	

	Educated to NQF level 2/NVQ Level 2, or equivalent standard or equivalent demonstrable experience in relevant aspect to the post.


	
	D

	Educated to NQF level 1/NVQ Level 1, or equivalent standard or equivalent demonstrable experience in relevant aspect to the post.

NVQ Level 2 Security Management
	
	E

D



	Experience / Knowledge
	
	

	Practical experience in own specialty within a relevant industry.
	
	D

	Working Knowledge of databases / IT office systems

	
	D

	Key Competencies

	

	Other Requirements
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