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King County




Classification Specification
	

	
	5220400

	
	SECURITY SERGEANT



Class Summary

The responsibilities of this classification include overseeing access to King County buildings and facilities and leading the work of Security Officers. Security Sergeants coordinate work schedules, provide training, and implement security programs, policies, and procedures. 

Distinguishing Characteristics

This is the second level in a four-level Security classification series.  The Security Sergeant is responsible for overseeing, scheduling, reviewing, and reassigning the work of subordinate security staff on an assigned shift.  Security Sergeants also train and coach security staff, coordinate incident investigations, draft processes and procedures for the unit, process timesheets, analyze existing security systems/programs, and make recommendations for changes.  
This classification is distinguished from the Security Supervisor classification in that the Security Supervisor is responsible for performing a variety of administrative tasks to support the unit and administer security programs.
Examples of Duties (may vary by position)
1. Perform or participate in the following personnel responsibilities: train staff, assist in the hiring process, perform investigations and recommend corrective actions; coach, counsel, monitor, and motivate assigned staff.  
2. Provide day-to-day direction for officers on assigned shift.  Visit assigned posts to ensure program consistency and compliance with established policies and procedures; inform Security leadership of infractions.  

3. Interpret and explain King County policies and relevant state, federal, and local laws. 
4. Review timesheets to ensure accuracy of project and work order coding and reported hours; enter information into log.  Respond to payroll questions from Officers and payroll staff.
5. Identify training needs and provide training to staff. 
6. Review and coordinate work schedule and reassign staff as necessary to ensure all posts and special assignments are covered.
7. Identify needs for equipment or changes and report to management.
8. Assist Officers in handling incidents; review incident reports and enter into log.

9. Review daily activity logs and prepare statistical reports; prepare other reports as required. 
10. Implement policies, procedures, new programs, and building emergency plans.  
11. Act as Fire Safety Director as required; may act as Security Supervisor.

12. Perform the duties of a Security Officer or Security Dispatcher during staff shortages. 

13. Cover Security Dispatcher for breaks as needed.
14. Perform other duties as assigned.
Knowledge/Skills 
Knowledge of current law enforcement practices and procedures, criminal and civil law on protection of persons and property, and application of interrogation and investigation
Knowledge of security operations, policies and procedures
Knowledge of human resource principles and practices
Knowledge of defensive tactics and use of force

Skill in scheduling, planning, time management and organization
Skill in coaching, mentoring and training staff
Skill in problem solving, conflict resolution, and negotiation
Skill in maintaining composure in emergency situations

Communication and customer service skills
Skill in preparing statistical and other reports 

Skill in working with diverse audiences, building consensus among individuals with conflicting viewpoints, and convincing others to take action

Skill in handling multiple competing priorities and sensitive situations, working under deadlines and mandated time constraints

Skill in using current office word processing, spreadsheet, database, and electronic email software
Education and Experience Requirements

Graduation from High School or equivalent

Five years of experience as a Security Officer or similar security position, with at least two years at the leadership level

Licensing, Certification and Other Requirements

Washington State Driver’s License
Background investigation, physical examination, and drug screening
First aid/CPR certification  
May require shift work

Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt 

	Service Status
	Career Service

	EEO Code
	4

	Levels within same series
	Security Officer, Security Sergeant, Security Supervisor, Security Manager 
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