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Safe Havens Center Security Guard
Job Description

Reports to:   Safe Havens Center Coordinator
Employment Classification: Part Time, Non-Exempt

Updated: August 2021

JOB SUMMARY:  The Safe Havens Center Security Guard provides safety & security for the Center’s participants.  The Security Guard will screen for safety issues, be present for all supervised visits and monitored exchanges, and ensure that unauthorized persons will not be allowed entrance into the Center.  

Essential Job Functions:

· Monitor the Center and grounds for risks to safety of the program participants. 

· Use metal detector to check for weapons or objects that can be used as weapons.

· Secure all visiting parents’ personal items (e.g. cell phones, purses), which are not permitted into the visitation rooms. 

· Ensure that non-custodial and custodial parents do not interact or have the opportunity to interact in the Center or parking areas. 

· Monitor parking areas on occasion.

· Ensure that only authorized persons will be allowed entrance to the Center. 

· Make sure that all parties are treated with respect. 

· Monitor conversations, which occur in the non-custodial waiting area, and intervene if necessary.

· Establish healthy, appropriate relationships with participants of the Center. 

· Escort adult victims to their assigned parking areas if necessary. 

· Help create an environment that feels safe for adult victims, children, and staff.

· Maintain strict confidentiality.

· Escort Center staff to parking area if necessary.

· Be able to recognize the signs of alcohol and non-prescription drug abuse.

· Attend staff meetings and all required trainings.

· All other duties and responsibilities as requested by Family & Victim Services Director and/or Executive Director.
Supervisory Responsibilities:

The Security Guard does not have direct supervisory responsibilities.  
Qualification Standards:

The Security Guard must have the following minimum qualifications:
· Completion of a minimum of 60 credit hours in a regionally accredited or NYS registered college, or High School Diploma/GED and two years of related work experience.

· Must have reliable transportation and a clean and valid NYS Drivers License.
· Must be able to work effectively as part of a team.

· Must have ability to understand dynamics of divorce, domestic violence, power and control.

· Ability to recognize and understand the causes of poverty and the conditional and environmental effects of poverty.
· Must possess excellent communication skills.
· Ability to assume responsibility and to follow through independently.
· Ability to relate to all socio-economical segments of the community and work well with both professional and non-professional individuals.
· Must be able to display maturity and diplomacy while being non-judgmental with a supportive and positive attitude.
Equipment, Machines and Software Used:
  

· Ability to operate a computer, printer, photocopier, telephone, and fax machine. 
· Basic computer skills that include the ability to send/receive email message, post information to a database or spreadsheet, and perform basic word processing, bookkeeping, and/or data entry. Ability to create spreadsheets, graphics, and reports using standard software applications.  
Physical and Mental Requirements:
· Must be able to lift 50 pounds.
· Ability to function responsibly and be resourceful in a crisis situation.

· Job requires sitting for a long period of time and standing for a long period of time, as well as stooping, squatting, and running.   

Environmental Conditions:
· There is no exposure to adverse environmental conditions.  Work is performed in a typical office work environment with frequent outside travel to client/service locations.
Employer’s Disclaimer:
· All requirements are subject to possible modification to reasonably accommodate 
individuals with disabilities.

· This job description in no way states or implies that these are the only duties to be 
performed by the employee occupying this position.  Employees will be required to follow 
any other job-related instructions and to perform any other job-related duties requested 
by their supervisor.  Furthermore, the company reserves the right to add to or revise an 
employee's job duties at any time at its sole discretion.

· This document does not create an employment contract, implied or otherwise, other than 
an “at will” employment relationship.
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