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Security Officer
Job Description and Person Specification

The Charterhouse is one of London’s most historic and atmospheric sites. Tucked away in Clerkenwell, the estate has been an important Carthusian monastery, a grand Tudor mansion, and home to a pioneering charity established in 1611. For over 400 years, we have served as an almshouse, providing a home and community for our residents who are aged 60 and over with a housing, financial or social need. 
Today, the Charterhouse is a thriving charity that balances provision of a home and care for our residents with a vibrant public engagement programme including tours, lectures and open garden evenings, and commercial venue hire offer hosting conferences, receptions, photoshoots and location filming. It is a friendly, interesting and unique place to work. We are custodians of a Grade I and II listed buildings, including some of the most important Tudor buildings in London, and we are entering an exciting phase of development to secure the fabric of these buildings for future generations. 
The Charterhouse is home to a community of older people, all of whom live in independent flats within the historic buildings and estate. In addition, the Charterhouse has an 11 bed registered care home on site, and a range of commercial and residential tenanted properties.

For further information about the Charterhouse please see our website: www.thecharterhouse.org or contact Helen Versloot, Head of Estates on email helen.versloot@thecharterhouse.org for an informal chat about the role.

Please send your CV and a covering letter explaining how you meet each of the criteria in the person specification to the Charterhouse on email people@thecharterhouse.org.

	Job title:
	Security Officer


	Working pattern:
	42 hours a week on day and night shift rotation, that covers Monday to Sunday on a 3 month shift rotation. Shifts are 12 hours with day shifts from 7am-7pm and night shifts from 7pm to 7am. 


	Salary:
	£30,000

	Location:
	The Charterhouse, Charterhouse Square, London, EC1M 6AN

	Duration:
	Permanent

	Department:
	Estates and Facilities

	Line manager:
	Security Supervisor 

	Job summary:
	The Security team protects our premises, assets, residents, personnel and guests 24/7. As the first point of contact for all visitors to the gatehouse of the Charterhouse, security team members are expected to present a professional and informed welcome, and to deal efficiently with all traffic and visitors to and from the site. The Security Officer has to uphold high standards and undertake fire safety responsibilities including evacuation duties as well as dealing with lift entrapment, and other emergencies as part of their role. 

	Key responsibilities:

	Security 
· To maintain a permanent presence at the gatehouse of the Charterhouse site
· To carry out physical patrols of the site including the estate outside of the walls. Securing the gatehouse entrances, when leaving the gatehouse to undertake patrols.
· To be vigilant to security concerns and to ensure that the Charterhouse site remains protected and secure 
· To secure the premises by opening and locking up, to carry out physical patrols of the property in accordance with set schedules, to monitor CCTV 
· To maintain control of access to Charterhouse Square by locking/unlocking at set times, and by monitoring temporary access through other site entrances 
· To set the museum security systems and access control points 
· To respond to security/fire alarms and to report any disturbances/fires to relevant in-house staff and/or emergency services 
· To issue and update access fobs, and to keep records of holders 
· To control traffic on site by directing drivers to required locations 
· To conduct daily checks of site for potential fire risks and facilities issues during patrols and to report accordingly to the Supervisor and / or Facilities Manager
· To be the first point of contact for out-of-hours urgent and emergency calls and to relay to relevant staff in accordance with operational process 

Administration 
· To support the other members of the Security Team and to report any issues and concerns to the Supervisor and / or Facilities Manager.
· To record and log incidents including intruder breaches and on-site accidents 
· Maintain Contractors and visitors log books
· Keep track of keys and maintain and update the key schedule
· General porter duties of items delivered to the gatehouse 
· To coordinate with nominated facilities staff for lunchtime and break cover 
· To follow and provide feedback to the Security Supervisor and Facilities Manager on the Standard Operating Procedures (SOP) and suggest any improvements that can be made.

Communication 
· Providing detailed handover to the next shift and briefing the Supervisor and / or Facilities Manager on any events that have occurred out of hours.
· To provide a professional and informed welcome for all visitors to the Charterhouse gatehouse 
· To monitor and record all visitors to the site and to liaise with internal departments, residents, Brothers and staff on deliveries and contractors 
· Greet guests for events and monitor and manage guestlists 
· Answer telephone calls, take messages, answer questions and direct persons as needed 
· To communicate any internal messages and briefings to the Security Team in an efficient and professional manner

	Key skills:

	Essential
· 5 GCSEs or equivalent 
· SIA License 
· Ability to work with technical equipment (CCTV and security alarms)
· PC literate, ability to use Microsoft Office
· Current first aider and Fire marshal training
· At least 2 years’ experience in security roles for large and complex sites 
· Good level of spoken and written English 
· Courteous and professional manner 
· Confident in challenging people when necessary 
· Ability to use initiative and make decisions 

Desirable
· Knowledge and understanding of working in a care home environment
· Knowledge of working in historic buildings (desirable) 

	Other considerations:
	To demonstrate a “can do” flexible approach to undertake such other duties as agreed with the Facilities Manager, commensurate with the level and scope of the post, that may be necessary from time to time. 

	Requirements:
	The Charterhouse is a 7 day a week operation and it regularly hosts events outside of its core hours; flexibility to work occasional weekends and out-of-hours is therefore a requirement of the role. 

Enhanced Disclosure and Barring Service (DBS) 

This position requires an Enhanced Disclosure and Barring Service (DBS) check which will reveal any unspent convictions. A criminal record may not necessarily be a bar to employment, as any decision will be treated on its merits and individual circumstances subject to the Charterhouse’s overriding obligations to protect the children and vulnerable adults in its charge, members of the public, the safety of the Charterhouse’s staff and collections.


	Equal Opportunities Employer

We are an equal opportunities employer. We respect and appreciate people of all ethnicities, generations, religious beliefs, sexual orientations, gender identities, abilities and more which we support by our approach to EDI recognising the importance of diversity and of promoting an inclusive culture, and we are committed to equity in all our activities. If you require reasonable adjustments at any stage, please let us know and we will be happy to support you.

NB. This job description reflects the requirements of the Charterhouse as of October 25. The role and duties of the post are subject to change in line with the future development of the Charterhouse. The Charterhouse reserves the right to make such changes as are necessary and any changes required will be discussed with the post-holder as appropriate.
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