Example Job Description
	Job title:
	Security Guard
	
	Status:
	Permanent Full-Time

	Job Location:
	Australian University
Administrative Services Campus

Brisbane
	
	Reports to:
	Facilities Manager

	Classification/ Level:
	OO2
	
	Authorised:
	Joe Bloggs, HR Manager
Telephone:  07 1234 5678

	Salary Range:
	$42,188-$58,485
	
	
	


Job Summary
	Employee conducts regular patrols and inspections of buildings and facilities to identify and report damage and potential security risks.  Work involves identifying items requiring repair, investigating items reported by other sources, and performing or referring repairs as appropriate.  Work also involves ensuring that buildings are secure and that unauthorised personnel are prevented from accessing restricted areas.


Reporting Relationships

	Employee reports directly to the Facilities Manager.


Work Environment and Special Conditions
	The Australian University, Brisbane Campus, delivers first class higher education across the North Eastern region of Queensland, and is a major partner in learning communities in regional and rural areas of the region.  The Australian University is an Equal Employment Opportunity employer aiming to gain a workforce more representative of the wider community.  Smoking is prohibited in university buildings and vehicles.
This position may require the incumbent to undertake lifting, work across campuses or after hours, and on occasion, travel intra/interstate.


Essential Duties and Responsibilities
	Duties/Responsibilities

	1. 
Patrol campus grounds to identify security risks, and ensure buildings, unoccupied rooms, external doors, car parks and security systems are safe and secured.

	2. 
Provide advice to staff and clients on security and safety issues.

	3. 
Attend all responses to alarms, medical emergencies, fires and other similar matters, evacuating premises and contacting appropriate emergency services if required.

	4.
Provide protection to self and others including administration of First Aid as required.

	5.
Assist the designated Safety Officer in evaluating and implementing university policies and procedures in the conduct of safety and security inspections.

	6.
Undertake escort duties for staff, students and visitors (including contractors).

	7.
Monitor campus visitors to ensure safety and access in accordance with campus policies and procedures and OHS regulations.

	8.
Liaise with external organisations including emergency services regarding security and safety issues.

	9.
Provide a high level of client service

	10.
Operate and maintain a range of security equipment including two-way radios.


2.

Other Responsibilities

	Duties/Responsibilities

	1. 
Undertake other general duties to provide security support to staff, students and visitors as directed.


Selection Criteria

	Essential

	1. 
Demonstrated ability to communicate with a wide variety of clients in a professional manner, displaying tact and diplomacy when needed.

	2. 
Demonstrated ability to ensure the security and safety of a site and its clients.

	3. 
Demonstrated ability to work under minimal supervision and complete all rounds and associated work during the shift.

	4.
Ability to control situations involving difficult and stressful incidents.

	5.
Basic understanding of Occupational Health and Safety and risks to people and property as applied to the working environment.


	Desirable

	1. 
Ability to use computers and Microsoft Office applications (Word, Outlook and Excel) to record and produce information.


Required Qualifications and Experience
	· Current Queensland licence as a security officer (unarmed) or willingness to participate in training
· Current St John’s Ambulance First Aid Certificate or equivalent

· Current driver’s licence
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