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BOARD OF TRUSTEES

POLICIES AND PROCEDURES


POSITION DESCRIPTION:  CAMPUS SECURITY OFFICER
1.00
GENERAL STATEMENTS

1.01 
POSITION SCOPE

a. The Campus Security Officer is responsible for ensuring the safety and security of students, faculty, staff, and visitors by conducting routine patrols, responding to emergencies, enforcing college rules, de-escalation of potential problems, and maintaining a visible presence throughout the campus.

b. The Campus Security Officer may participate in the formulation of general college policies by referring items to a Standing Institutional Committee or through appointment to a task force or consulting group as requested by the President or Vice President for Finance and Operations.

2.00 
SPECIFIC STATEMENTS

2.01 
Position Function and Category

a. Reporting Relationship: Vice President for Finance and Operations
b. Function/Category of Position: Institutional Support/Support
c. Terms of Employment: Hourly Position
d. Salary Category: To be determined by the institution.

2.02    Supervision

a. Supervision Received:
The Campus Security Officer reports directly to the Vice President for Finance and Operations.
b. Supervision Exercised:

The Campus Security Officer may supervise student assistant(s) or temporary personnel as assigned.
2.03 
Key Areas of Responsibility

a. Conduct routine foot and vehicle patrols of the campus to ensure safety and security.
b. Respond promptly to alarms, disturbances, and emergencies, including the administration of first aid and CPR/AED when necessary.
c. Enforce college rules and regulations and maintain a visible presence to deter crime.
d. Assist students, faculty, staff, and the public with inquiries and concerns.
e. Provide escort services for visitors, students, and employees as necessary.
f. Collaborate with local law enforcement and campus personnel to maintain a safe and secure environment.
g. Secure appropriate buildings, rooms, and facilities as directed.
h. Access cameras and monitoring of video surveillance of campus buildings as needed and serve as the primary contact for video retrieval.
i. Assist with administrative duties such as report writing and conducting safety and security trainings.
j. Participate in training and development opportunities to enhance skills and knowledge.
k. Serve as Campus Security Authority as outlined by the Clery Act.
l. Serve on the Campus Safety and Security Committee.
m. Perform other services and duties as assigned.

2.04    Physical Demands and Work Environment

a. Wear complete uniforms per Allen standard while on duty.
b. Ability to sit at security desk, stand, walk patrols, and occasionally run if the situation demands.
c. Ability to patrol buildings, parking lots, and grounds, sometimes during inclement weather conditions.
d. Ability to use hand-held communication devices such as walkie-talkies and cell phones.
e. Some travel to alternate work locations may be required.
f. Must possess essential physical and mental capabilities such as interpersonal skills, memory, attention to detail, following directions, comprehension, reading, writing, speaking, evaluating, and organizational skills.
2.05 
Qualifications
a. High school diploma or GED.

b. Valid driver’s license with a clean driving record.

c. CPR/First Aid certification or ability to obtain.

d. Minimum of 2 years prior law enforcement, military, or security experience.

e. Strong communication skills, both written and verbal.

f. Ability to work independently and as part of a team.

g. Problem-solving skills, including the ability to make quick decisions, think critically, and follow procedures.

h. Ability to handle stress effectively.

i. Excellent customer service skills.
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Allen Community College is committed to fostering an inclusive environment and welcomes candidates who can contribute to our institution's continued success and positive public profile.  

Allen Community College is an Equal Opportunity Employer.

