
JOB DESCRIPTION
SECURITY GUARD-FULL TIME
Responsibilities: 
Maintain safe and secure environment for employees and consumers by patrolling and monitoring the premises and personnel.
Duties:
· Meet/Greet consumers
· Document check in/check out system
· Direct and monitor consumers within the building
· Intervene in a crisis situation utilizing non-violent crisis procedures
· Warn persons of rule infractions or violations, and apprehend or evict violators from premises when necessary
· Patrol the parking lot and building periodically and conduct a final walk through at the end of shift
· Monitor and authorize entrance and departure of visitors, and maintain security of premises.
· Call police or fire departments in cases of emergency, such as fire or presence of unauthorized persons.
· Write reports of daily activities and irregularities, such as equipment or property damage, theft, presence of unauthorized person, or unusual occurrences. 
· Assists staff as needed in matters of security and safety
· Notify Office Manager or Supervisor of needs for major repairs or unsafe conditions needing attention
· Attend staff development programs and in-service training
· Maintain all security equipment
· Sign off on all deliveries
· Delivery of supplies to the appropriate departments 
· Upkeep of main lobby area and front entrance
Skills/Qualifications
· Experience with the mentally ill adults preferred
· Prior security experience preferred
· High School Diploma
· Surveillance Skills
· Emotional Control
· Safety Management

