
Job Code: 9065 Title: Security Officer

Department: Public Safety
  

Job Family Administrative Operations Job Sub-Family Police

FLSA Classification: NE Job Grade: 18

Grade Min: $26,860 Grade Mid: $36,261

UHD Succession Plan? Criticality of Position:

Career Ladder: Campus Security
Authority? Y

Screening Committee? N Motor Vehicle Record
Check? Y

JOB DESCRIPTION

BASIC POSITION INFORMATION

JOB SUMMARY

The Security Officer promotes lawful behavior and protects the welfare of students, faculty and staff as a uniformed presence. This position performs
foot and vehicle patrols, monitors behavior, secures buildings and property, investigates disturbances, maintains order and enforces regulations.

DUTIES

• Patrols assigned area to ensure personal, building, and equipment security
• Responds to emergency situations 
• Inspects building and facilities including doors, windows, gates and lighting to ensure security
• Reports disorderly or suspicious behavior of persons on campus and attempts to control the situation
• Responds to questions and calls from people in the patrol area
• Adheres to internal controls
• Prepares incident reports to the department and/or law enforcement agencies as appropriate 
• Assists police officers 
• Acts as a deterrent to criminal activity

MARGINAL DUTIES

• Performs other duties as assigned

SUPERVISORY RESPONSIBILITIES

Direct Reports: None

Delegation of Work: N/A

Supervision Given: N/A

QUALIFICATIONS

Required Education: High school diploma or GED

Required Experience: Minimum of six (6) months of job-related experience

License/Certification: Must hold a valid United States driver's license



PREFERRED QUALIFICATIONS

None

KNOWLEDGE, SKILLS, AND ABILITIES

Knowledge: • Knowledge of trends, issues, and accepted practices relevant to the position

Skills: • Candidates must have strong analytical and problem solving skills, as well as excellent interpersonal and communication
skills

Abilities: • Ability to effectively communicate with a wide range of individuals and constituencies in a diverse community
• Ability to see objects in detail under various conditions, including but not limited, to at night, up close, far away, and
peripherally with ability to focus vision

WORK LOCATION AND PHYSICAL DEMANDS

Primary Work Location: Works in an office environment > 8 hours; lobby customer service island or reception area> 8 hours; technology server
room > 8 hours; classroom, training room, auditorium> 8 hours; outdoor areas 4 to 6 hours.

Physical Demands: Work involves considerable exposure (several times a week for approximately 2 to 4 hours at a time) to unpleasant
elements, such as extreme temperatures, dirt, dust, fumes, smoke, loud noises, chemicals, etc. 

Position requires moderate physical activity. Requires handling of average-weight objects up to 25 pounds, or standing
and/or walking for long periods of time (more than 4 hours per day).

Work environment involves exposure to potentially dangerous materials and situations that require following extensive
safety precautions, and may include the use of protective gear.

Successful candidate will be assigned to one of three shifts—Day, Evening or Night. Days off may vary. Overtime work
may be required

Position Specific Competencies

Title and Definition

Commitment to Excellence - UHD
* Demonstrates a commitment to competently perform his/her job duties and responsibilities within established time frames. * Continuously strives to
improve work performance. * Accepts responsibility for his/her commitments to the university. * Contributes to the success of the university by
consistently providing quality results in the performance of his/her job duties and responsibilities.

Dependability
* Takes responsibility to accomplish job assignments within reasonable deadlines. * Willing to accept new projects and/or commitments. * Does due
diligence to complete projects within specified timeframes and/or fulfill commitments. * Arrives to work on time prepared and ready to contribute.

Flexibility
* Willingly adjusts to changing work assignments or conditions. * Open to changes in operational procedures, technology, and/or organizational
structure. * Views changes as opportunities for learning and professional development. * Displays a positive attitude to encourage others. * Promptly
responds to changes in work priorities and/or unexpected circumstances or situations.

Focus on Customer Service
* Focuses on customer’s needs and expectations. (Customers can be students, external constituents, employees, or university guests.) * Respectfully
ascertains customer’s needs and determines appropriate response. * Promptly responds by providing requested information, takes appropriate action,
or refers customer to appropriate individual or department. * If further actions need to be taken, advises customers of realistic timeframes for a
response to their request. * Follows up with customers on outstanding requests in a timely manner. * Tactfully explains to customers why their needs
and/or expectations cannot be met if the university does not provide the requested information or services.

Integrity
* Demonstrates high ethical standards of conduct in the performance of his/her job duties and responsibilities. * Accepts responsibility for his/her
actions. * Respects and complies with department and university policies, procedures, and work rules.

Proficiency
* Possesses required job skills and knowledge. * Demonstrates the ability to apply those skills and knowledge to competently perform his/her job duties
and assignments.

Respect and Cooperation
* Treats others with courtesy, respect, and dignity in the workplace. * Promotes cooperation through open and honest communications and
consideration of others ideas, thoughts, and opinions.



This job description may not encompass all duties and responsibilities associated with the position.


