Job Description - Security Person
Guest Service:
  1.
Good knowledge of Hotel and Grounds                

  2.
Always polite and courteous when approached by guests

  3.
Always knocks and calls out before entering guest room

  4.
Helps maintain clean working environment at all times

  5.
Refer guest complaints to Management 

  6.
Be alert to guest needs

  7.
Always work in a quiet, orderly fashion

Attitude:
  1.
Proper dress code at all times

  2.
Well groomed at all times

  3.
Always punctual for scheduled shifts

  4.
Good attendance record

  5.
Follows established Company Policies and Procedures

  6.
Full knowledge of Fire Procedures

  7.
Reports any deficiencies to Management

  8.
Maintains good positive working attitude when performing duties

  9.
Helps maintain Company standards at all times

10.
Attend all staff meetings

11.
Responds to all on-call situations.

12.
Always conscientious of Health and Safety when performing duties

Team Work:
  1.
Helps co-workers when need arises

  2.
Performs extra duties from time to time when need arises

  3.
Full co-operation with management

  4.
Good team-work and co-operation with all staff members

  5.
Never argues with co-workers in public areas

Completion of Duties:
  1.
Treats the lives and safety of all persons on the premises as his/her prime consideration

  2.
Answers all call of an emergency nature. i.e. injuries or sickness to guests or staff; disputes;  disorderlies; fires (as per Fire Safety Plan); fights (on the property); noisy parties; reports of thefts and/or damage to Guest or Hotel property

  3.
Answers all call for assistance from hotel guests (provided these calls fall within the scope of security duties or provide assistance and comfort to the Hotel Guests and that Hotel Security duties are not being neglected)

  4.
Physically checks and locks all external doors, windows (where applicable), when it applies to the overall security of the premises

  5.
Physically checks all rooms, freezers, ice cream cabinets, storage areas, banquet area, liquor storerooms and cabinets, beer fridges, dry food cupboards, 

  6.
Physically checks all offices in the administration area and all other rooms equipped with locks

  7.
If any areas of concern are found to be disturbed, records findings in his notebook (noting time of day, exact location and name of witness), obtains a witness (if possible) and checks area for any sign of forced entry or theft.  If none, secures area

  8.
Makes at least two perimeter and parking lot patrols per tour of duty

  9.
Makes at least three complete rounds of the interior of the hotel per tour of duty

10.
Keeps a notebook listing in chronological order: duties performed; calls answered; occurrences investigated; reports taken

11.
Submits a running log known as the Security Officers report at the end of each shift to Management

12.
Submits Special Occurrence Reports when necessary.

13.
Reports all Maintenance problems to the Front Desk

14.
Adheres to a strict code of ethics not to discuss, divulge or otherwise give out any information to anyone other than the Manager of Security and/or the General Manager

15.
Has an intimate knowledge of The Fire Safety Plan

16.
Has an intimate knowledge of the Emergency and Bomb Removal Plan
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