Sample Security Officer, Duties and Requirements
1.
At the beginning of your shift, please come to the front desk to obtain the key/keycard and post orders.

2.
Patrols must be done at least once each hour. Do exterior and interior patrols of the hotel. For exterior, please ensure that the parking lot is safe and secure with no unknown people running around and making sure that all doors around the hotel, including the restaurant are locked. For interior patrols, please make sure that all meeting room doors and housekeeping rooms are locked and that there are no people running up and down the halls. Make sure all guest rooms are quiet and that they stay that way. Please inform front desk if there is anything in the hallway such as garbage that may cause a fire hazard or violation.

3.
At the end of each round, the Security Log must be filled out with a brief description of the areas covered and anything unusual that was found.

4.
Handle noise complaints in an orderly fashion. The hotel has a no noise tolerance policy. If you notice that there is noise in some guest rooms before a complaint is made, stop the noise! Guests are to receive one warning only for noise. If you have to go to a guest room more than once, you must tell them that they will be asked to leave. Please follow through on what you say. If you need help ask. If a guest has been asked to leave, a hotel representative must be notified and they are to escort the guest off property. If alcohol is involved, please notify the front desk immediately.
a.
Any time there is an identified problem, the name of the guest and their room number must be recorded.
b.
Any time an action is taken (such as removal of the guest from the property) and Occurrence Report must be completed.
5.
There should be constant patrolling. At no time should there be stopping at the desk to chat or should the patrol officer be seen by guests smoking on hotel property. This does not make for a professional appearance. Sleeping while on property is also not permitted. If there are two guards on duty, please make your rounds separately, not together.
6.
Please ensure that all hallways are clear by midnight. There should be no loitering or guests sitting in the hallways after this time. Sports team groups are to be in their rooms by 10pm. Children under 18 must be accompanied by an adult at all times. Only people registered to a guest room can be in the guest room after these times.
7.
Please report all complaints, noisy rooms, or potential problems to the front desk. This is our only communication with you so please check back often.
8.
Please assist front desk if at all possible. Not only do the guests in the hotel, and the property itself, need to be safe, but also the front desk team.
9.
Any deviance of the above will result in your immediate dismissal and non-payment of any associated invoice.
Security Officer

Date
We Train Hotels.com

