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Cow Creek Government Office

Security Officer 	
Job Code:		4380
Department: 		UIUC
Location: 		Canyonville	
Minimum Hourly:	$16.33

Date Written/Revised:  9/4/14, 7/1/21, 04/03/2023	

POSITION PURPOSE:
Patrols and inspects the premises to protect the visitors, employees, and the physical and financial assets of the Cow Creek properties, Utility, and Businesses.  Reports all observed safety and security issues to management.

ESSENTIAL FUNCTIONS:
· Patrols the premises, inside and outside, to observe and report security and safety concerns, including vandalism, thefts, disturbances, and complaints to management.
· Assists visitors by answering questions and providing directions and information.
· Provides constructive input to foster security improvements within the Government Operations.
· Maintains confidential information that is received in verbal, written, and electronic media.  Limits access to information on a job-related, need-to-know basis.
· Creates reports in a clear and concise manner using proper grammar.
· Monitors situations, intercedes in any potentially volatile situations before they escalate, and uses reasonable force as needed to gain control of the situation. 
· Coordinates with Douglas County Sheriff’s Office during escalated responses. 

QUALIFICATIONS:
· High School Diploma or GED Certificate required.
· 1 year of experience in security or police work preferred.
· Must be able to utilize Defensive Tactics as trained.
· Ability to add, subtract divide and multiply mathematical equations. 
· Able to use proper grammar and spelling to compose reports.
· Demonstrated ability to read and comprehend written instructions.  
· Intermediate computer skills in Microsoft Word required. 
· Must be 21 years of age or older.
· Excellent organizational skills and the ability to handle multiple priorities and tasks at once. 
· Exceptional verbal and written communication skills required.
· Current and valid Oregon Driver’s License with the ability to qualify for the Drivers Program.
· Must maintain a neat, clean, and well-groomed appearance at all times (specific standards available)
Cow Creek Government Office
Position: Security Officer 

Position Minimum Requirements

{Continuous --67-100% of the day.  Frequent -- 34-66%.  Occasional -- 6-33%.  Intermittent -- 1-5%}
___________________________________________________________________________________
1.  SITTING - (Percent of time or hours per day?  Surface?  Foot controls?)  Intermittent
____________________________________________________________________________________
2.  STANDING - (Percent of time or hours per day?  Type of surface?  Duration at one time?)  Frequently
__________________________________________________________________________________
3.  WALKING - (Percent of time or hours per day?  Surface?  Distance?)  Continuous
___________________________________________________________________________________
4.  POSITIONS - (Can worker change positions frequently?  Occasionally?)  Yes    Frequently
___________________________________________________________________________________
5.  LIFTING & CARRYING - (Weight?  Type of object(s)?  Frequency?  Distance?)  Occasionally up to 50#s__________________________________________________________________________________
6.  PUSHING/PULLING - (Weight?  Type of object(s)?  Times per hour?  Distance?)  Occasionally ______________________________________________________________________________________
7.  REACHING/HANDLING - (Use of hands for repetitive fine manipulation?  Distance?  Overhead reaching?  Frequency?)  Occasional_____________________________________________________________________________
8.  BENDING/SQUATTING - (Frequency?  From Waist?  Knees?  Duration?)  Frequently from the knees._________________________________________________________________________________
9.  TWISTING - (From what body part(s)?  Frequency?  How far?  Work being done?)  Frequently from the waist_____________________________________________________________________________
10. CLIMBING - (Height?  Slope?  Number of steps?  Frequency?  On what?  Ladder?)  Occasional
___________________________________________________________________________________
11.  CRAWLING - (Surface?  Frequency?  Distance?)  Occasional
___________________________________________________________________________________
ENVIRONMENTAL FACTORS - (Include whether job is performed inside or out identifying extremes of cold, humidity, heat, etc.  Include any hazards such as noise, light, fumes, dust, vibration, liquids, chemicals, communicable disease, etc.) Position is performed inside a temperature-controlled facility.   May work around moving mechanical parts.
___________________________________________________________________________________
___	Sedentary Work 		= Prolonged periods of sitting, exerts up to 10 lbs. of force occasionally
___	Light Work		= Exerts up to 20 lbs. of force occasionally, and up to 10lbs. of force frequently
_X_	Medium Work		= Exerts up to 50 lbs. of force occasionally, and up to 20 lbs. of force frequently
___	Heavy Work		= Exerts up to 100 lbs. of force occasionally, and up to 20 lbs. of force frequently
___	Very Heavy Work		= Exerts over 100 lbs. of force occasionally, and up to 50 lbs. of force frequently


I have read and reviewed this job description with my immediate supervisor and fully understand the terms set forth.

_______________________________________________
EMPLOYEE						DATE

_______________________________________________
HR REPRESENTATIVE				DATE


The job description is not intended to detail every aspect of your job or list every task you may perform.  It is provided as a general overview of the responsibilities and skills required to do this job successfully.
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