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IDENTIFICATION 

Job Title: Safety and Security Officer Division: University Infrastructure 

Title of Immediate 
Supervisor: 

Manager, Safety and Security 
Services 

Position 
Number:  

Supervisor’s Title:  Effective 
Date: TBD 

 
 
Purpose of the Role    

Summarize, in a few sentences, the purpose of the job within the context of Yukon University.  It is not detailed list of how the 
job is done, or a list of tasks and activities, nor is it a list of duties or responsibilities. It should answer the following questions: 
- What is it that the job is intended to achieve? 
- What would not get done if the job did not exist? 
- What is the contribution that the job makes to Yukon University? 
 
The  Sa fe ty and  Security Office r sa feg ua rd s p eop le , p rop e rty and  facilit ie s a t  Yukon Unive rsity cam p uses. 
They p rovid e  custom er se rvice  to  stud ents, faculty, sta ff and  visitors b y offe ring  a ssistance  and  
inform a t ion. This Sa fe ty and  Security Office r contrib ute s to  the  crea t ion  of a  sa fe  and  secure  com m unity 
tha t  focuses on  the  wellb e ing  of ind ivid ua ls and  the  p ro tection  of p rop e rty.  
 
 

Key Responsibilities    

Indicate the key responsibilities of the job (maximum 5-7). Main duties/responsibilities are used to define the work that needs 
to be performed in a job on a regular basis (this is not a list of tasks). Indicate important details to provide a broad overview of 
the role and its responsibilities. Include the impact the job will have on the organizations’ results and level and type of 
interactions the job has both within and outside the organization. Begin your statement using an action verb, if possible. 

 
1 . Provid e  custom er se rvice  to  the  g ene ra l p ub lic, stud ents, sta ff and  faculty 
2 . Provid e  access to  room s and  build ing s a s req uired  for stud ents, sta ff, faculty and  contractors 
3 . Perform  rout ine  security and  p ub lic sa fe ty pa tro ls of b uild ing s and  g round s includ ing  keep ing  exits 

accessib le , locking  and  unlocking  d oors, checking  for d am ag e, the ft , o r unsa fe  environm ents, and  
invest iga t ing  susp icious act ivity 

4 . Monitor security system s and  re spond  to  a la rm s accord ing  to  e stab lished  p rocedures 
5 . Provid e  first -line  em erg ency re sp onse  includ ing  p rovid ing  first  a id  if necessa ry and  act  a s the  

Unive rsity lia ison  with  Em erg ency Se rvices 
6 . Com p le te  Incid ent  Reports a s req uired  for a ll non-rout ine  re sponses to  incid ents. 

 
 
People Leadership  

What type of leadership and/or supervisory responsibility for other employees of the organization does this role have? This 
includes the nature of and complexity of leadership required in the role. Leadership over a project or thought leadership 
should be included.  

1. The  Sa fe ty and  Security Office r takes a  leade rsh ip  ro le  when p rovid ing  first -line  em erg ency 
re sp onse . This involves taking  a  lead  ro le  when a sse ssing  the  situa t ion to  ensure  the  sa fe ty of 
them se lves and  o the rs and  if necessa ry, p rovid ing  first  a id , em ploying  d e -e sca la t ion  st ra teg ie s, 
contact ing  Em ergency Se rvices and / or contro lling  access to  Unive rsity p rop e rty. 

2. The  Sa fe ty and  Security Office r m ay be  req uired  to  t ra in  co lleagues in  work p roced ures. 
JOB ELEMENTS 
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Decision - Making   

Indicate typical decisions made independently and/or those that the job is involved with (less than 5). A decision may consist 
of a choice of a specific course of action or the choice to recommend course of action to someone else. It may impact 
resources, policy or program development direction, compliance, service, or program delivery, etc.  
Statements should provide indications on the nature of the involvement (recommending, advising or formal sign off). 

1 . Recom m ending  solu t ions to  the  gene ra l p ub lic and  m em b ers of the  Unive rsity com m unity for non-
em erg ency inq uirie s  

2 . Dete rm ining  an  ap p ropria te  re sp onse  to  sa fe ty and  security em erg encie s 
3 . Dete rm ining  when and  wha t  Em erg ency Se rvice  to  contact  and  wha t  inform a t ion  can  b e  sha red  
4 . Ad vising  the  Manag e r, Sa fe ty and  Security Se rvices of p ossib le  so lu tions to  recurring  issues. 

 
Communication and contacts  

Indicate the main interactions (including verbal and written interactions) taking place on a normal and regular basis, with 
Yukon University’s internal or external contacts, partners and/or interest groups. Describe the nature of communication, if 
possible, using action verbs such as exchange/share, questions and explain, counsel, influence, convince, etc. Given the 
breadth of situations in which interpersonal skills can be applied, particular attention should be paid to the purpose for 
interaction, the context and the frequency. 

1. Sup ervisor -  To exchang e  inform a t ion , rece ive  d irect ions, and  re so lve  p rob lem s. Da ily 
2. Stud ents - To  exchange  inform a t ion  and  inst ruct ions, p rovide  se rvices and  re solve  p rob lem s. Da ily 

To m anag e  conflicts and  confronta t ions and  deesca la te  situa t ions –  As req uired  
3. Sta ff and  Faculty - To exchang e  informa t ion  and  inst ruct ions, p rovide  se rvices and  re so lve  

p rob lem s. Da ily 
4. Governm ent  of Yukon Sta ff and  Contractors  - To exchang e  inform a tion  and  inst ruct ions, p rovid e  

se rvices and  re solve  p rob lem s. As req uired  
5. Facility Use r Group s - To  exchang e  inform a t ion  and  inst ruct ions, p rovid e  se rvices and  re solve  

p rob lem s. Weekly 
6. Em erg ency Se rvices –  To com m unica te  em erg encie s, re so lve  p rob lem s, consult  on issues and  

exchang e  inform a t ion. As req uired . 
 

Knowledge and Experience    

Ind ica te  the  m inim um  req uirem ents in  te rm s of leve l of ed uca t ion  and  sp ecify the  fie ld  of stud y re la ted  to  
the  leve l of educa t ion .  This m ay d iffe r from  the  job ’s incum b ents’ actua l leve l of ed uca t ion.  Describ e  the  
leve l of knowled g e  and  b usiness acum en required  to  p e rform  the  job  in  an  e ffect ive  manne r. Also  ind ica te  
the  m inim um  req uired  num b er of yea rs and  typ e  of re levant exp e rience  req uired . 

1 . Ed uca tion  –  Grad e  1 2  
2 . Knowled g e   

a . Knowled g e  of sa fe ty and  security p ro tocols 
b . Knowled g e  of sa fe ty and  security system s and  eq uip m ent   
c. Basic com p ute r skills  using  in teg ra ted  da tabases and  MS Office  includ ing  Word  and  Exce l 
d . Knowled g e  of sa fe ty and  security invest iga t ion  techniq ues. 

3 . Skills 
a . Ab ility to  d e-e sca la te  and  re so lve  conflicts and  com p la in ts 
b . Ab ility to  p rovid e  an  em erg ency re sp onse   
c. Ab ility to  p rob lem solve  and  p rovide  e ffect ive  so lu t ions in  a  t im e ly m anne r 
d . Ab ility to  stay ca lm  in  st re ssfu l situa tions. 

 
4 . Business Acum en 

a . Professiona l and  confid ent  im ag e  
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b . Strong  custom er se rvice  focus 
c. Strong  in te rp e rsona l and  com m unica t ion skills  (ve rba l and  writ ten) 
d . In teg rity. 

5 . Relevant  Expe rience  
a . Safe ty and  Security Office r with  one  yea r of exp e rience  

 
WORKING CONDITIONS 
Specific Working Conditions & Requirements  
Indicate any exceptional or challenging working conditions and/or requirements associated with this position (for example, 
requirements to respond to clients in opposing time zones, to travel extensively, physical effort, which are an inherent part of 
the job, etc.). 

1 . Must  b e  ab le  to  stand  and  walk up  to  10  hours p e r d ay 
2 . Must  b e  ab le  to  work outsid e  in  ad ve rse  wea the r cond it ions includ ing  shoveling  snow 
3 . Must  b e  ab le  to  work ind ep end ent ly 
4 . Must  b e  ab le  to  rem a in ca lm  and  functiona l in  p otent ia lly d ang e rous situa t ions includ ing  

encounte ring  abusive  ind ivid ua ls and  unsa fe  environm ents 
5 . Must  b e  ab le  to  lift  up  to  4 0 kg . 

 
 


