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Hotels & Resorts - Security Officer
Company Name: [INSERT COMPANY NAME HERE]
Department: Security
Reports to: Director of Operations
Location: [INSERT LOCATION HERE]
1. Position Summary
Security Officers keep guests, employees and the property safe around the clock. You'll patrol inside and out, respond to alarms, noise complaints and incidents, enforce room entry and key rules, write clear incident reports, and act first in a fire or medical emergency until responders arrive. You protect guests' privacy as well as their safety.
2. Essential Duties and Responsibilities
1. Patrol guest floors, parking areas, the pool, back of house and the building exterior on a set route, and log each round.
1. Respond to fire alarms, medical calls, disturbances, noise complaints and suspicious people, and call emergency services when needed.
1. Verify identity before opening any guest room, and follow your welfare check and room entry procedures.
1. Write accurate incident reports with times, names, witnesses and photos.
1. Enforce pool hours, smoking rules, parking rules and room occupancy limits, and ask trespassers to leave or call police as your written policy directs.
1. Lead evacuations and meet fire and police responders at the door.
1. Audit master key logs and track down keys that weren't returned.
3. Key Tasks / Daily Activities
1. Start the shift by reading the incident log and pass-on notes.
1. Check exits, stairwells, fire doors and extinguishers on your patrol route.
1. Answer radio calls from the front desk and managers.
1. Check doors, lights and cameras around the building, and report problems to engineering.
1. Log and turn in lost and found items found on patrol.
4. Key Performance Indicators (KPIs)
1. Response time to incidents and alarms: [your target].
1. Patrol rounds completed: [your target].
1. Incident reports completed by end of shift: [your target].
1. Life-safety problems found and reported: [your target].
5. Required Qualifications and Skills
1. A security guard license or registration, where your state requires one for in-house officers.
1. First aid, CPR and AED certification, or willingness to earn it within [30] days.
1. Writes clear, factual incident reports.
1. Calms conflicts with words, not force.
6. Preferred Experience
1. Hotel, hospitality or campus security experience.
1. Verbal de-escalation training.
1. Experience with camera systems and access control software.
7. Physical Requirements
1. Walk and climb stairs for most of the shift, including outdoor patrols.
1. Reach any part of the property quickly in an emergency.
1. Lift and carry up to [40] pounds, such as emergency equipment.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Day, evening and overnight shifts, including weekends and holidays.
1. Indoor and outdoor patrols in all weather.
1. [Unarmed] position, in a uniform the hotel provides.
1. Deals with intoxicated, upset or aggressive people at times.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new security officer gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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