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Job description

	Date: 

	February 2026
	


______________________________________________________________________

	Department:

	Legal and Civic Services

	Post number:

	PRSCUFF002

	Section:

	Facilities Management

	Job title:

	Security Operative

	Grade:

	Grade 3 


______________________________________________________________________

Main purpose of job

To be responsible to the Assistant Security Managers for:

· ensuring the physical integrity of all council properties, and that access to these properties is effectively controlled;
· monitoring and maintaining the council’s CCTV and alarm monitoring systems and infrastructure in order to protect the security and integrity of valuable council built assets;
· assisting visitors to the council’s buildings in terms of finding and accessing services, and providing a first point of contact outside normal business hours;
· carrying out the specified duties in a flexible manner so as to ensure the optimal deployment of staff as circumstances dictate; 
· protecting against loss to the council through fire, flood, fraud, theft, criminal or malicious damage and other forms of loss or waste; and
· preventing, deterring and/or detecting crime or antisocial behaviour on council property and the promotion of a safe, harmonious and welcoming environment for Members, staff and visitors.

Summary of responsibilities and personal duties

1. To ensure that access to assigned council properties is properly controlled and monitored and that the physical integrity of all council-built assets is maximised.

2. To patrol all assigned premises, perimeters and grounds, and to use all associated systems, hardware or equipment as directed and to record maintenance issues, potential breaches of security or unusual occurrences in the relevant records and log books in a professional manner and in sufficient detail.

3. To monitor and record CCTV images as directed, to keep the CCTV infrastructure under continuous review to ensure that it is serviceable and to report any hardware, software or communications faults to line management.

4. To handle, scan and deliver incoming items of mail as directed and to take appropriate measures where items of concern are detected, in order to maximise the physical security and safety of Members and officers.

5. To monitor all fire and intruder alarms terminating in the Control Room, to maintain any associated databases and to deploy the appropriate key-holding service-provider to site, to escalate to the appropriate management level and to liaise with the emergency services, unit management, in-house service-providers (for example, property maintenance) and other council departments. 

6. To provide an initial, proactive point of contact and information for members of the public accessing council properties and to implement all customer-management policies developed by the unit in this regard.

7. To assist the unit’s management team in dealing with actual and potential emergency situations which may occur in the City Hall and other council properties, and to assist in coordinating the appropriate security response.

8. To assist and liaise as required with Emergency Control Centre (ECC) staff in the event of an emergency being declared within the city or the formal activation of the ECC.

9. To be responsible for the operation of all access-control systems (including, but not limited to, all barriers, alarms, gates, bollards, etc.) as directed.

10. To oversee any agency or temporary staff including the allocation of suitable tasks and ensuring compliance with all site systems, procedures and requirements, and to assist in the induction and training of new starts.

11. To carry out searches of people and vehicles seeking entry to council property if so directed, and to keep all associated records as required.

12. To warn persons of actual or potential infractions or violations of current Standing Orders or the council Bye-Laws and, at the direction of the Assistant Security Manager, to act as an ‘authorised person’ by virtue of Article 23(1) of the Public Order (Northern Ireland) Order 1987 or subsequent legislation in refusing access to council property to unauthorised persons and for the removal from council property of any person(s) acting inappropriately.

13. To routinely work at all council sites and locations as directed on the basis of the rotas developed by the section from time to time, and to participate in the operation of any pool arrangements.

14. To carry out checks of all security and emergency systems at all assigned locations, and to report any subsisting and/or potential health and safety or other hazards to the Assistant Security Manager.

15. To respond as necessary to out-of-hours requests for entry and exit to any council properties as and when required.

16. To respond promptly and effectively to lone-worker support schemes and alarm activations (e.g. reception alarms) and to liaise with the emergency services as necessary.

17. To use as directed all communications, information systems and other equipment provided.

18. To assist the Assistant Security Managers in carrying out evacuations of premises as required.

19. To assist where required in the stewarding of events held on council premises, including meeting and directing guests, ensuring that site-specific health and safety requirements are met and providing advice and guidance to those attending.

20. To monitor and adjust as necessary building management and control systems including specifically the remote control of heating and ventilation and the floodlighting systems at the City Hall.

21. To provide occasional reception cover for breaks etc. as required at all locations.

22. To issue temporary passes and keep records as required, and to receive mail and small items of stores on behalf of departments.
23. To implement all Standard Operating Procedures as implemented by the section, and to attend as required all training which is required for the maintenance of necessary core skills or is in furtherance of the council’s agreed strategic objectives or values (for example, equality, disability, health and safety, good relations, etc).

24. To participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

25. To act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

26. To undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

27. To undertake such other relevant duties as may from time to time be required.

This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.
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	Date:
	8 April 2026


______________________________________________________________________

	Department:

	Legal and Civic Services 

	Post number:

	PRSCUFF002

	Section:

	Facilities Management 

	Job title:

	Security Operative

	Grade:

	Grade 3 


______________________________________________________________________

Essential criteria

[bookmark: _Hlk90302528]Licences and experience

(a) [bookmark: _Hlk90302504]Applicants must, as at the closing date for receipt of application forms possess a current, subsisting licence issued by the Security Industry Authority (SIA) for either, Door Supervision activities or Public Space Surveillance (CCTV) activity.  

[bookmark: _Hlk90302554]Applicants must also, as at the closing date for receipt of application forms, be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience, gained in the workplace, in at least two of the following four areas: 

(b) manned guarding and patrolling; 
(c) access control;
(d) CCTV and alarm monitoring; and, or
(e) dealing with members of the public, in person.

[bookmark: _Hlk138250491]Please note, it will be a condition of appointment that if the successful applicant does not have one of the current, subsisting licences issued by the Security Industry Authority (SIA) for either Door Supervision activities or Public Space Surveillance (CCTV) Activity, they will be required to complete the outstanding course within three months of their appointment, subject to course availability with the provider (to be arranged).

Desirable criteria

[bookmark: _Hlk90302616]In addition to the above licence(s) and experience, Belfast City Council reserves the right to short-list only those applicants who, as at the closing date for receipt of application forms:

· in the first instance, are able to demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience, gained in the workplace, in at least three of the above mentioned four areas (b-e); 
· in the second instance, can demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience, gained in the workplace, in all four of the above mentioned areas (b-e); and
· in the third instance, have a relevant qualification, for example, City and Guilds Professional Security Guard Parts I and II, or an equivalent relevant qualification.

Special skills and attributes

Applicants must also be able to demonstrate evidence that they possess the following special skills and attributes, which may be tested at interview:

Health and safety awareness
A sound working knowledge of fire prevention, emergency and first-aid procedures.

Team working skills
The ability to work both independently and as part of a team.

Analysis and decision-making skills
The ability to exercise judgement in the event of incidents and emergencies and other unexpected events.

Customer care skills
The ability to work with external agencies, internal clients and members of the public and have a high level of interpersonal skills and self-discipline.

Technical knowledge
An understanding of the duties of the post, including knowledge of relevant legislation and the monitoring of CCTV, fire and intruder alarms, and so on.

Communication skills
The ability to communicate effectively with team members and visitors to council buildings; record issues and occurrences in relevant logs and to liaise effectively with relevant parties in the event of an emergency. 
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