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	ROLE DESCRIPTION 
[bookmark: Title] 
Security Officer       



	Portfolio
	Communities and Justice 

	Department
	Corrective Services NSW (CSNSW)

	Division/Branch/Unit
	Governance and Continuous Improvement, Learning and Culture Branch

	Location
	Eastwood

	Classification/Grade/Band
	Security Officer 2

	Role Number
	10208

	ANZSCO Code
	442217

	PCAT Code
	1232292

	Date of Approval
	
	Ref: 

	Agency Website
	www. correctiveservices.dcj.nsw.gov.au


[bookmark: _Hlk183605728]Please see job notes and/or advertisement for more information on specific role qualification requirements and relevant experience. 

[bookmark: _Hlk181270641]Agency overview
Corrective Services NSW (CSNSW) delivers professional correctional services and programs to reduce reoffending and create safer communities. We house remand and sentenced inmates in correctional centres and supervise offenders serving orders in the community. 
CSNSW provides reports and advice to courts and releasing/parole authorities and assesses offenders in the community and in custody for relevant interventions to reduce their risks of reoffending. CSNSW works in partnership with other government and non-government justice and human services agencies to support victims, facilitate restorative justice and promote reintegration.

Primary purpose of the role
Provide a range of security services to safeguard the Academy’s assets (including buildings and grounds) and provide an after hours contact for contractors, staff and visitors to the site.
Key accountabilities
· Provide security to buildings through the setting and monitoring of alarms after normal working hours and patrolling the grounds and buildings during each shift to maintain a deterrent for intruders.
· Maintain a close working relationship with local police and other emergency services to ensure adequate emergency support, security of residents / visitors / staff and surveillance / protection of the Academy grounds / property.
· Respond to after-hours security or fire alarms ensuring that the safety of people is a priority and, in the event of fire or other emergencies, that adherence to evacuation procedures is followed.
· Respond to emergency after hours maintenance issues and arrange for the relevant tradesperson to effect repairs as per emergency protocols.
· Coordinate and manage the periodic inspection, servicing and testing of electronic alarm systems.
· Provide an after-hours point of contact for visitors, clients, emergencies and weekend activities.
· Undertake banking as required, ensuring the security of all cash and other valuables whilst in transit.
Key challenges
· The need to operate without back-up in a relatively isolated environment, especially in responding to security alarms which are activated during the night.
· Responding to disturbances/incidents or requests from residents occupying on-site accommodation.

Key relationships
	Who
	       Why

	Internal
	

	Manager of Security Custodial Training
	· Reports incidents to the Manager of Security.

	All Staff
	· The role holder has frequent contact with most staff of the Academy.

	External
	

	Service Providers
	· The role holder is required to liaise with a variety of tradespeople for emergency repairs and with the contracted security company, local council, Police and other emergency personnel in relation to incident management.

	Visitors
	· The role holder has regular contact with members of the public, community groups and government and non-government organisations using Academy facilities and is often the first point of contact after hours.


Role dimensions
Decision making
The role holder is the first responder to alarms or incidents which occur after normal working hours and must make decisions instantly.  These incidents may have a major impact on the business of the Academy if not immediately resolved and so the position has total authority in their resolution. The role holder has the freedom to decide whether or not to escalate an incident to a higher level. Any deviation to the normal working routine or issues arising from incident reports are referred to the Manager of Security, Custodial Training.

Reporting line
The role holder reports to the Manager of Security.

Direct reports
Nil 

Budget/Expenditure
[bookmark: Budget]Nil

Essential requirements
· Current 1A Security Licence.
· First Aid Certificate.
· Appropriate Driver Licence

Appointments are subject to reference checks. Some roles may also require the following checks/ clearances:
· National Criminal History Record Check in accordance with the Disability Inclusion Act 2014
· Working with Children Check clearance in accordance with the Child Protection (Working with Children) Act 2012


Capabilities for the role
The NSW public sector capability framework describes the capabilities (knowledge, skills and abilities) needed to perform a role. There are four main groups of capabilities: personal attributes, relationships, results and business enablers, with a fifth people management group of capabilities for roles with managerial responsibilities. These groups, combined with capabilities drawn from occupation-specific capability sets where relevant, work together to provide an understanding of the capabilities needed for the role.
The capabilities are separated into focus capabilities and complementary capabilities. 

Focus capabilities
Focus capabilities are the capabilities considered the most important for effective performance of the role. These capabilities will be assessed at recruitment. 
The focus capabilities for this role are shown below with a brief explanation of what each capability covers and the indicators describing the types of behaviours expected at each level.
	FOCUS CAPABILITIES

	Capability group/sets
	Capability name
	
	Behavioural indicators
	Level

	[image: Personal Attributes logo]
	Manage Self
Show drive and motivation, an ability to self-reflect and a commitment to learning
	· Be willing to develop and apply new skills
· Show commitment to completing assigned work activities
· Look for opportunities to learn and develop
· Reflect on feedback from colleagues and stakeholders
	Foundational 
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	Communicate Effectively
Communicate clearly, actively listen to others, and respond with understanding and respect
	· Speak at the right pace and volume  for diverse audiences
· Allow others time to speak
· Listen and ask questions to check understanding
· Explain things clearly using inclusive language
· Be aware of own body language and facial expressions
· Write in a way that is logical and easy to follow
· Use various communication channels to obtain and share information
	Foundational 
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	Think and Solve Problems
Think, analyse and consider the broader context to develop practical solutions
	· Ask questions to explore and understand issues and problems
· Find and check information needed to complete own work tasks
· Identify and inform supervisor of issues that may have an impact on completing tasks
· Escalate more complex issues and problems when these are identified
· Share ideas about ways to improve work tasks and solve problems
· Consider user needs when contributing to solutions and improvements
	Foundational 

	[image: Business Enablers logo]
	Project Management
Understand and apply effective planning, coordination and control methods
	· Understand project goals, steps to be undertaken and expected outcomes
· Plan and deliver tasks in line with agreed project milestones and timeframes
· Check progress against agreed milestones and timeframes, and seek help to overcome barriers
· Participate in planning and provide feedback on progress and potential improvements to project processes
	Foundational 





Complementary capabilities
Complementary capabilities are also identified from the Capability Framework and relevant occupation-specific capability sets. They are important to identifying performance required for the role and development opportunities. 
Note: capabilities listed as ‘not essential’ for this role is not relevant for recruitment purposes however may be relevant for future career development.
	COMPLEMENTARY CAPABILITIES

	Capability Group/Sets
	Capability Name
	Description
	Level 
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	Display Resilience and Courage
	Be open and honest, prepared to express your views, and willing to accept and commit to change
	Foundational
	
	Act with Integrity
	Be ethical and professional, and uphold and promote the public sector values
	Foundational
	
	Value Diversity and Inclusion
	Demonstrate inclusive behaviour and show respect for diverse backgrounds, experiences and perspectives
	Foundational
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	Commit to Customer Service
	Provide customer-focused services in line with public sector and organisational objectives
	Foundational
	
	Work Collaboratively
	Collaborate with others and value their contribution
	Foundational
	
	Influence and Negotiate
	Gain consensus and commitment from others, and resolve issues and conflicts
	Foundational
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	Deliver Results
	Achieve results through the efficient use of resources and a commitment to quality outcomes
	Foundational
	
	Plan and Prioritise
	Plan to achieve priority outcomes and respond flexibly to changing circumstances
	Foundational
	
	Demonstrate Accountability
	Be proactive and responsible for own actions, and adhere to legislation, policy and guidelines
	Foundational
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	Finance
	Understand and apply financial processes to achieve value for money and minimise financial risk
	Foundational
	
	Technology
	Understand and use available technologies to maximise efficiencies and effectiveness
	Foundational
	
	Procurement and Contract Management
	Understand and apply procurement processes to ensure effective purchasing and contract performance
	Foundational


		1
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