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Role Specification
Section 1 – Job Description


	1.1
	Job Details

	Job Title
	Area Mobile Security Supervisor - CTSS

	Business Unit/Division
	HMCTS Courts Contract / Government

	Location
	Mobile

	Responsible to
	Area Security Manager

	Salary
	N/a



	1.2
	Introduction and overall purpose of the role

	A key member of the Operational team responsible for Managing a team of Security Officers, within a cluster of sites, to ensure the highest level of security, customer service and safety of both customer buildings and personnel is met.
You will work in conjunction with your ASM, to ensure (effectively supervise on a day-to-day basis the operation of the security teams, ensuring that an) exceptional end-to-end service is provided as per contract requirements. This includes monitoring the completion of daily equipment checks, investigating panic alarm response times, and during site visits, ensuring all relevant documentation is completed on a daily basis.  You also will ensure that all assigned tasks are completed in a professional and timely manner with all relevant legislation adhered to (Courts Act 2003).
You will be the first point of contact within your cluster of sites, for investigation and resolution of any complaints, grievances, low-level ER issues (investigations), incidents, return to works (interviews with officers upon returning from absence), I.T. issues, ensuring all staff engage with corporate communications and OCS academy, completing staff inductions

	1.3
	Main Duties & Responsibilities of the Role

	· 
	To supervise security teams at HMCTS sites, ensuring an exceptional security and customer service is delivered.

	· 
	Ensure that the sites under your supervision follow procedures and legal framework duties

	· 
	Ensure all sites Trackforce Start of day process is completed

	· 
	Ensure the Courts Act 2003 and Tribunal order 2014 statutory guidance is followed and in place at that Court or Tribunal premises and understood by all CTSO’s

	· 
	Ensure security teams, conduct Physical search of all Court users conducting entry searches of all persons entering buildings via public entrances (or any member of the public entering via any other entrance) by means of archway metal detectors, hand-held metal detectors and visual searches of bags, parcels and containers to ensure that no weapons, explosive devices or other prohibited items are brought on to the premises.

	· 
	Ensuring all sites comply with all identified legislation, i.e. H&S, SIA Licensing in line with training

	· 
	Ensuring exceptional level of service to all staff and visitors to your sites, living the OCS values

	· 
	To escalate any issues with core CTSO’s and critically, agency guards with Line Manager for your area

	· 
	To gain authorisation prior to actioning any HMCTS requests outside the current Assignment Instructions

	· 
	To be a point of contact for all emergency situations within your cluster of sites

	· 
	To ensure security teams test, operate and control the CCTV system if required and to ensure that any data downloading requests are conducted in line with legislation, “e.g., data not provided without Subject Access Requests etc”

	· 
	To ensure regular patrols and all other duties are performed in line with the Assignment Instructions (AI) and trackforce across all sites

	· 
	To support Area Managers with operations on site, including (but not limited to); recruitment, note-taking, DBS document validation checks, interviews

	· 
	To assist the Area Manager where required with team rotas and holiday management. 

	· 
	To report any manning issues with the respective site to Help Desk and Area Manager

	· 
	Ensuring customer service to the HALO model is delivered to a high standard across your sites

	· 
	To complete all toolbox talks within your cluster of sites

	· 
	To support the security team completion of any training relevant to the role

	· 
	To conduct and complete informal discussions where required

	· 
	To be aware of the KPI’s and site performance ensuring the team are aware of how they impact on these

	· 
	To ensure each site conducts a start and end of day briefing/debriefings take place and these are recorded in the supervisors handbook including site processes such as key management, and audit these processes during site visits to ensure compliance

	· 
	Ensure OCS/site inductions for all new staff and ARO’s are being completed and signed off

	· 
	Ensure all communications are entered into the supervisor handbook and is being read/signed by all staff

	· 
	To assist Site Supervisors and Area Manager’s to complete Return to works for all staff sickness and send completed documentation to HR



	1.5
	Health & Safety Accountabilities

	· 
	Communicate regularly with colleagues through formal and informal channels on safety matters to ensure that there is a free flow of ideas and that morale remains high.

	· 
	Ensure that the OCS safety image is reflected positively through your actions and those of your colleagues.

	· 
	Ensure that personal H&S competence and skill level is maintained i.e. attended Managing Safety programme and other Company safety training as required.

	· 
	Take responsibility for ensuring all equipment is maintained and fit for purpose, and escalate any issues.

	· 
	Ensure that work activities are properly managed and supervised




	1.6
	Critical Performance Measures (CPMs) / Objectives

	· [bookmark: _Hlk49321575]
	SIA License (Door Supervision) - essential

	· 
	SIA CCTV License (PSS) - preferred

	· 
	Have a clean CRB and checkable work history 

	· 
	Experience of working within the Security Industry, including incident control

	· 
	Experience of working within a customer focused environment

	· 
	Excellent communication skills both written & verbal

	· 
	Ability to work on own initiative

	· 
	Ability to work effectively within a team

	· 
	Ability to demonstrate sound judgement and integrity

	· 
	Ask for guidance or escalation on specific security related matters


Role Specification (continued)
Section 2 – Person Specification


	2.1
	Educational Level

	· A good educational standard

	· A good level of computer literacy at minimum of National Level 2 - e.g. GCSEs Grade A*-C. “



	2.2
	Professional Qualifications required for the job-(particularly for compliance purposes or technical requirements of the role)

	· SIA License (Door Supervision) - essential.

	· SIA CCTV License (PSS) - preferred.

	· Have a clean CRB and checkable work history



	2.3
	Experience –previous experience –desirable/essential for technical competence of the role

	· Desirable - Experience working on the HMCTS Contract with Courts and Tribunal Security Officers
· Essential – an understanding of a Manned Guarding environment



	2.4
	Personal Characteristics/Attributes

	· Excellent communication skills 

	· Ability to work on own initiative and within a team.

	

	



	2.5
	Core Skills
	Rating (*)
	Assessment Tool

	· 
	Focusing on the Customer 
	5
	111

	· 
	Achieving Results
	5
	

	· 
	Problem Solving
	5
	

	· 
	Team Working
	5
	

	· 
	Communicating & Influencing
	5
	

	· 
	Developing People
	4
	




(*) Ratings from 1 to 5. Where “1” indicates that the core skill is not relevant to the role and “5” indicates a core skill which is fundamental to the role


	2.6
	Other Details
	

	Drivers Licence required
	   Yes
	

	Flexible Working 
	   Yes
	

	
	During incidents, the role may be required to work out of core office hours to support the OCS Operation as and when required.

	Other
	


Role Specification
Section 3 – Acceptance of role

REVISIONS: 
The Company reserves the right to alter these responsibilities and you will be advised of any change through the normal method of communications. 

AGREEMENT:

I confirm that I have read and agreed with the responsibilities specified within Section 1: Description of the role.



Signature							Date			

		(Individual Job Holder)

Signature							Date			

		(Line Manager)

Signature							Date			

		Divisional HR / Group HR Director)
 (Divisional / Group HR Director)
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