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QUAKERS IN BRITAIN
JOB DESCRIPTION  
	JOB TITLE:

      Security Officer
REPORTING TO:
      Assistant Facilities Manager
RESPONSIBLE FOR:     N/A. 
DEPARTMENT:
    Estates & Facilities  
DATE:


    March 2026


Job Purpose 
The Security Officer is responsible for ensuring the safety, security, and protection of Friends House and its occupants. The role involves day-to-day security operations, monitoring building systems, supporting events security, and assisting in implementing the Business Continuity Plan (BCP).
Key Responsibilities  

· Open and close Friends House, ensuring the building is secure.
· Conduct regular security patrols and document patrols, and observations in accordance with QiB procedures.
· Monitor the functionality of CCTV, alarm, and access control systems, responding to incidents as required.
· Record and report incidents, accidents, or suspicious activity promptly to the Assistant Facilities Manager.
· Liaise with external security contractors to oversee temporary event security, ensuring compliance with QiB security standards.
· Support the implementation of BYM’s Business Continuity Plan (BCP), including emergency response and lockdown procedures.

· Provide a visible security presence for staff, visitors, tenants, and events.
· Provide a welcoming presence to all visitors to the building.
· Ensure CCTV systems are operational and report any issues, with routine monitoring managed by the Assistant Facilities Manager.
· Support administrative duties related to security records, reporting, key control, visitor logs, and scheduling.

· Undertake any other reasonable tasks required to maintain building safety and security.

Working Conditions, Physical and Emotional Demands 

· Shift-based role covering opening, closing, and security patrols; flexibility required for evenings, weekends, or events.

· Role involves both use of computer equipment and physical patrols; requires standing, walking, and occasional manual handling.
· Work is indoors and outdoors, with exposure to a variety of building environments.

Team Size
Works alongside external security contractors and agency staff
Other Responsibilities:  

· To undertake duties and responsibilities commensurate with the post

· Responsible for ensuring that QiB’s Safeguarding Policy is adhered to in all aspects of the role 

· Responsible for ensuring that QiB’s Equal Opportunities Policy is adhered to in all aspects of the role 
· Responsible for ensuring that QiB’s Health & Safety Policy is adhered to at all times 

· Responsible for ensuring that QiB’s commitment to sustainability is adhered to in all aspects of the role 

· Responsible for ensuring that QiB’s Staff handbook is adhered to at all times.

· A commitment to championing equity, diversity and inclusion in our workplace community 

Safeguarding Requirements:
· Completion of mandatory training modules on safeguarding adults and children, including annual refresher training.  

QUAKERS IN BRITAIN
PERSON SPECIFICATION

	Job Title:              Security Officer
Department:
    Estates & Facilities  
Date: 

     March 2026


Essential Knowledge:
· Knowledge of security principles, patrol procedures, and building safety systems. (A,I)
· Awareness of Health & Safety regulations and emergency procedures. (I, As)
· Understanding of access control, CCTV, and alarm monitoring systems. (A, As)
· Familiarity with record-keeping and reporting requirements. (A)

· A good understanding of equity, diversity and inclusion in the workplace
Essential Values and Behaviours:

· Sympathetic to Quaker values  (A)
· Integrity, vigilance, and discretion. (I)
· Professionalism in dealing with staff, visitors, and contractors. (I)
· Commitment to teamwork and following management guidance (I)
Essential Experience:
· Previous experience in building security or similar roles. (A)
· Experience working with CCTV, access control, and alarm systems. (A)
· Experience coordinating with external security contractors and supporting event security. (A,I)
· Experience maintaining patrol and incident records and supporting administrative security tasks. (A)
· Exceptional customer service (I)

Essential Skills:
· Excellent observation, reporting, and record-keeping skills. (I)
· Strong interpersonal and communication skills. (I, As)
· Ability to respond calmly and effectively in emergency situations. (As)
· Ability to work independently and as part of a team. (I)
· Good organisational skills for administrative duties and scheduling (A)
Essential Qualifications:
· Security Industry Authority (SIA) licence or equivalent. (A)
· Educated to GCSE standard in English Language or equivalent, demonstrating good literacy skills. (A)
· Basic IT skills, including use of email, reporting systems, and security software. (A)
· Knowledge of health & safety practices relevant to building security. (I)
· Awareness of emergency procedures, business continuity planning, and incident reporting. (I)
· Good interpersonal and communication skills, with the ability to liaise effectively with colleagues, Front of House staff, contractors, and visitors. (I)
· Ability to work independently, prioritise tasks, and respond effectively to security incidents. (I)
Desirable (Not Essential):
· Experience supporting business continuity or emergency response plans. (A)
· Experience working in a multi-use, heritage, or public building environment. (A)
· Experience of working in a faith organisation(A)
· Knowledge of Quaker values and organisational culture. (A)
· Relevant health and safety training (fire safety and first aid desirable). (A)
For management use only: (A: Application or CV, I: Interview As: Assessment at selection)
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