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Weekend Site Security Officer - (Driving Licence Required) 
 
King Edward’s School and King Edward VI High School are seeking to appoint a Weekend Site Security Officer 
on an all-year round, permanent basis.  
 
Salary:    Actual salary of £8,967 per annum (£19,515 FTE)  

Grade:   Grade 3 SCP 6 

Location:  Edgbaston, Birmingham  

Type of position:  Part-time, all year round, permanent  

Start date:   As soon as possible 

Reporting to:   Head Porters but accountable to Facilities Manager. 

Hours: 17 hours per week, Saturday and Sunday 7.00 – 16.00 (with a 30 minute unpaid break) 

  

The Schools 
King Edward’s School and King Edward VI High School for Girls are two of the best independent day schools in 
the country, sharing a leafy campus in Edgbaston, next to the University of Birmingham. Both schools are part 
of the King Edward VI Foundation and have high academic standards and a rich and varied extra-curricular 
programme. The site has good transport connections by rail and bus as well as on-site parking for staff. 
 
The role 
As a Site Security Officer, you will work as part of the Facilities Management team and will be integral to 
maintaining a safe environment for staff, students and our external lettings, particularly at the weekend. You will 
need to be a visible presence on the site and a liaison point for people hiring our facilities. You will assist with a 
wide range of duties (as listed below). For this post, a full UK driving licence is essential as there may be a need 
to move materials to and from our other (very local) sites. 
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Job description 
The post holder will be responsible to the Facilities Manager. The duties of the role are listed below, together 
with any other tasks deemed appropriate. 
 

 Be a visible presence around the site ensuring the security of the premises and its contents. You will 
have key holder responsibilities; opening and locking up, operating fire and intruder alarms and being 
responsible for fire evacuations if required. 

 Undertake security patrols of buildings, car parks and grounds to help create a safe environment for 
staff, students and visitors. This will include recording and dealing with incidents, misconduct and 
misuse of equipment or facilities and liaison with the police and escorting trespassers from the 
premises as necessary. You may be required to operate CCTV systems internally and externally. 

 Liaise with people hiring our facilities as required. This will involve regularly visiting the different sports 
facilities across our site to ensure that all lettings are present and are using the facilities in accordance 
with the letting agreements in place and the site rules. 

 Respond to radio calls promptly using appropriate radio etiquette, and ensure continuity of response 
and cover throughout the shift. 

 Drive school vehicles, including the van and minibuses, between (local) sites and to other events as 
required. 

 Assist with traffic control across the school car parks and roads, dealing with inappropriately parked 
vehicles and putting out reserved parking signs. Ensure that permit holders are parked in accordance 
with any given permit and no vehicles are blocking any access routes. Record (written and 
photographic evidence) any offending vehicles and report back to the Facilities team. 

 Replacing tubes and bulbs, and assisting the maintenance staff with any tasks within your capabilities. 
This may include working at heights. 

 Clean aspects of the premises as directed e.g. removal of paper recycling to the paper skip, emptying 
of the outside bins around the site, litter picking and monitoring the tidiness of the site on the site whilst 
on shift. 

 Perform janitorial duties as required including, renewal of toilet rolls, hand towels, soap, etc. as 
required. 

 Undertake portering duties as required including movement of furniture, arranging rooms for 
examinations, meetings, events etc. and movement of plant, equipment and materials as required 
utilising the correct equipment and manual handling techniques. 

 Assist with the receiving and signing in of goods from outside suppliers, and their delivery to 
appropriate locations. 

 Clear snow/ice in winter and spread salt/sand on roadways and paths. 

 Carry out first aid duties as required whilst on shift. (Once training has been completed) 

 Assist as required with other reception duties including: directing visitors and the giving and receiving of 
messages. 

 To ensure a safe working environment for colleagues, students and visitors in line with the Health and 
Safety at Work (HASAW) Act and the Schools’ Health and Safety Policy. 

 Flexible approach to assisting with cover for holidays and sickness within both sites. 
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Person Specification 

 

 Essential Desirable 

Experience and knowledge of the main duties.   

Reliable and punctual   

Able to undertake the more physical aspects of the role such as 
lifting, carrying and walking, both around and to and from, local 
satellite sites. 

  

Full UK driving licence free from major endorsements.   

Qualified First Aider or willingness to undertake qualification.       

Experience of working to Health and Safety standards and 
legislation. 

  

Basic IT skills.   

Experience of shift working and working alone.   

Be customer orientated and willing to be of service.   

Ability to use initiative and to work without constant supervision.   

Good communicator.   

Willingness to be versatile.   

Ability to work as part of a small team.   

Ability to respond flexibly and tactfully, including changing shift 
patterns and covering for absent colleagues. 

  

Enthusiastic approach.   

Reliable and conscientious approach.   

Ability to demonstrate an understanding and knowledge of 
safeguarding and promoting the welfare of children and vulnerable 
adults. 

  

 
 

 

How to apply 

To apply for this role, forward a completed application form (available for download at  https://kes.org.uk/about-
us/vacancies/) and a covering letter addressed to Zoe Robinson, Bursar by email to: recruitment@kes.org.uk. 
 
If you have any queries about the role or would like to discuss it in more detail, please email Adrian Beckett 
(Estates and Facilities Manager): aebe@kes.org.uk 
 
The closing date for applications will be 9am Monday 27th January 2020. 
 
Interviews will take place on or around Friday 31st January 2020. 
 
King Edward’s School and King Edward VI High School for Girls are both committed to safeguarding and 
promoting the welfare of children and young people and expect all staff and volunteers to share this 
commitment. All successful candidates will be required to undergo an enhanced DBS check. A copy of the 
Schools’ Recruitment, Selection and Disclosure Policy is available on the Schools’ websites.  
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