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SECUR TY CFFI CER, 3181
SEN CR SEQUR TY COFFI CER, 3184
PRI NCl PAL SEOURI TY OFFI CER, 3200
CH EF SECUR TY CGFFI CER, 3187

Summary of Duties : Patrols, stands watch at a fixed post and

saf eguards QG ty-owned buil dings, parks, reservoirs, facilities, and
grounds, and the persons and property thereon; answers questions,
directs visitors, and controls access to restricted areas; prepares
reports; may nake prelimnary investigations of accidents, thefts and
di sturbances; nmay testify in court; or supervises such work on an
assigned shift; or organizes and directs such work for a group of Gty
bui | di ngs; and does rel at ed worKk.

D stinguishing Features : A Security Cficer's primary responsibility
Is to protect the Qty's buildings and facilities and the persons and
property thereon. The najor requirenents are reliability and
alertness in detecting unusual conditions. An enployee of this class
is nornmally assigned to patrol and night watch security duties, post
wat ch duties, or a conbination of both. A Security Oficer may be
required to carry a side armbut nornmally only for short periods
during special assignnents or when assigned to guard Police
Departnent facilities. A though the work is not closely supervised,
practically all situations encountered are covered by witten and oral
instructions, and unusual problens are referred to a supervisor.

A Security Oficer usually receives supervision froma Senior Security
Gficer. This class is distinguished fromthe class of Special

Gficer in that Special Oficers are responsible for enforcenent of
specific rules and | aws while on Departnent property, nornally carry
side arns, and are Peace Oficers.

A Senior Security Oficer supervises a group of Security Cficers, and
may supervi se ot her enpl oyees, in an assigned area. An enployee in
this class is responsible for assuring that established procedures and
policies pertaining to security services are carried out during a
single shift when assisting a Principal or Chief Security C(ficer, or
a Senior Security Oficer nmay have charge of a small group of Security
G ficers working on two or three shifts. A Senior Security Oficer
usual ly remains at a central post, naking assignments and checking the
performance of the shift. An enployee in this class occasionally does
Security Oficer-level work as a relief for short periods; and may
substitute for a supervisor in the latter's absence.

A Principal Security Oficer assists a Chief Security (ficer in the
coordi nation of special event activities and the admnistrative duties
of a large security force. Supervision by the Chief SecurityOficer
is through oral and witten instructions, and the work is reviewd by
observation. A Principal Security Oficer is distinguished froma
Senior Security Cificer in that a Principal Security Oficer



supervi ses one or nore Senior Security Oficers, Security Oficers,
and ot her enpl oyees, and nornally does no Security O ficer |evel work
such as patrolling or standing watch. A Principal Security Oficer is
di stingui shed froma Chief Security Oficer in that the Principal
assists a Chief in the direction and control of a |large security
force, but is not responsible for the overall operation except in the
absence of the Chief.

The primary responsibility of a Chief Security Oficer is the
direction and control of the operation of a |arge security force. An
enployee in this class assigns Security Oficers and Senior Security
G ficers to buildings and grounds and other areas requiring protection
so that Gty property is safeguarded 24 hours a day, seven

days a week. An enployee in this class sets goals, evaluates shift
performance, sets guidelines, and checks and follows up on work to
insure that assignments are carried out properly. A Chief Security

O ficer receives general instructions covering work procedures and
requi renents and is expected to carry out the details of execution.

Exanpl es of Duties : Security Oficer : Patrols Gty buildings,
offices, yards, construction sites, and other areas, during working
and nighttine hours, to protect agai nst trespassing, assaults,
vandal i sm theft, property damage, fire, and other dangers to
property; imrediately notifies the Police Departnent, Fire Departnent,
security supervisor or other appropriate party in an energency,
punches a tinme clock at specified clock stations on a patrol route;
checks the condition and operation of building equi prent during
regul ar rounds and assures that safes, doors and w ndows are secured;
| ocks and unl ocks gates and doors and turns |lights, heaters, air
conditioners, and other equi pnment off and on as directed; corrects or
reports fire hazards and other wunsafe conditions; verifies that
barricades, blinkers, and other safety measures are in proper order at
construction sites; keeps records and nakes reports of unusual

condi tions, such as unl ocked safes, broken w ndows, and mnal functi ons
of equi prment; conducts investigations and prepares reports concerning
personal injury, property danage or theft.

Stands watch at a major entrance to a restricted access area to ensure
that only authorized persons or vehicles enter Gty premses; inspects
enpl oyees' and visitors' identification and passes and obtai ns
clearances for visitors wthout passes; registers persons entering and
| eaving, especially after normal working hours; answers questions,
directs visitors to proper destinations, and explains rules limting
visitors on the premses; directs incomng and outgoi ng vehi cul ar
traffic in a safe manner; nakes sure that no Gty property is renoved
w t hout aut horization; guards cashiers' w ndows; maintains a | og of
visitors, telephone calls, nmessages, and other information; prevents
loitering on the premses and nmay renove objecti onabl e persons;
responds to calls regarding injuries and calls anbul ances if

necessary; directs energency personnel to the |ocation of an emergency
and assists as directed; detains persons who have commtted crines on
departnental property until police arrive; nay act as sergeant at arns



in a conmssion neeting; may act as a | ead over one or two ot her
Security Oficers on the sane shift; may receive and i ssue keys to

ot her enpl oyees at a work | ocation or building; when enployed by the
Police Departnment, or in certain positions in the Departnment of Water
and Power, may act as an arned guard of departnent facilities;

May take fingerprints and identification photographs; nay drive

aut onoti ve equi pment incidental to other duties; and when not
performng security duties, may have ot her assignnents such as raising
and |l owering national and State flags at proper tines, escorting
visitors, accepting the delivery of materials after regul ar working
hours, and issuing and obtai ning receipts for supplies and tools after
t he storeroom has cl osed.

Senior Security Oficer : Supervises a group of Security Oficers
doi ng the above work usually on only one shift; assigns themto
specific stations and duties, makes spot checks of their work, and
occasionally patrols with them verifies that buildings are properly
opened and cl osed on schedul e and that enpl oyees are properly
uniformed and on duty at assigned stations; nakes periodic inspections
to assure that Security Oficers have not overl ooked anyt hi ng
inmportant; prepares daily tine sheets; checks punched cards or tapes
fromtime clocks and reviews | ogs and reports prepared by Security
Cficers; maintains a log for the entire shift; answers questions and
resol ves probl ens, referring unusual problens to a supervisor; acts as
arelief during break and | unch periods and when regular Security

O ficers are unexpectedly absent; and nay substitute for the
supervisor in the latter's absence.

Principal Security Oficer : Assists in the review and preparation of
various records such as tinekeeping, daily, weekly, and nonthly

i ncident reports, and followup reports; oversees flag procedure and
control; acts as Chief Security Oficer as needed; supervises Senior
Security Oficers, Security Oficers, and other enpl oyees performng
such duties as patrolling Gty buildings, yards, construction sites,
and other areas to protect against trespassing, theft, vandalism and
fire; standing watch at major entrances to assure that only authorized
persons or vehicles gain entry, and to give directions, answer
questions, and escort visitors; raising and |owering flags, accepting
delivery of nmaterial after regular working hours, issuing tools and
supplies after a storeroomis closed, and other incidental duties.

Chief Security Oficer : Drects Security enpl oyees assigned to
protect Qvic Center buildings on three shifts, seven days a week;
prepares work schedul es; instructs subordinates in nethods of

patrol ling, including checking for fire and other hazards and
reporting accidents and fires; prepares and nai ntains a procedure
manual for Security Oficers; periodically inspects buildings for fire
and acci dent hazards; checks clock stations, fire alarmstations, and
fire extinguishers for proper working condition;

Qccasionally patrols with subordi nates and observes their techni ques;



occasionally issues side arns to Security (ficers and Senior Security
Gficers and instructs themin proper handling of the weapons;

i nvesti gates conpl ai nts agai nst subordi nates and di screpanci es such as
m ssed cl ock station punches; investigates and prepares reports
regarding thefts, damage to public property and personal injuries;
cooperates with the Police Departnment in making such investigations;
keeps work records and nakes reports; maintains accounts of | ockers,
uni forns, equi pnent, and supplies used by subordi nates; and nay have
charge of the duplication and issuing of keys and the rekeying or
changi ng of | ocking systens of buildings, plants, and equi pnent.

Senior, Principal and Chief Security Oficer . Fulfills supervisory
affirmative action responsibilities as set forth inthe Aty's
Affirmative Action Plan.

Al dasses: My occasionally be assigned to other duties for
trai ning purposes or to neet technol ogi cal changes or energencies.

Qualifications :

Seni or Pri nci pal Chi ef
Security Security Security Security
Knowl edges G ficer Oficer G ficer G ficer

Proper met hods of pa-

trolling and saf eguar d-

ing construction pro-

jects, large buildings,

and adj acent grounds and

of controlling and di-

recting i ncomng and out -

goi ng pedestri an and

vehicular traffic at a

maj or entryway; Wr ki ng Good CGood CGood

Use of fire fighting
equi prrent found in
publ i c buil ding; Wr ki ng Good CGood CGood

Safety principles and
practi ces; Good Good CGood

peration of building
equi prrent ; Cener al Wr ki ng Good CGood
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Seni or Pri nci pal Chi ef
SecuritySecuritySecuritySecurity
Know edges (Cont)
Oficer Oficer Oficer Oficer

Laws and regul ati ons
related to equal enpl oy-
nment opportunity and
affirmati ve action
Wor ki ngWor ki ngver ki ng

Care and safe handling
of side arnms;
Gener al Gener al Wor ki ngWr ki ng

Laws of arrest;
Cener al Gener al Gener al Gener al

a ty personnel rul es,
pol i ci es and procedures;
Cener al Gener al Gener al

Menor anda of Under st and-
ing as applied to sub-
ordi nat e personnel ;
Cener al Gener al Gener al

Abilities

Act quickly and effec-
tively in energencies;
X XXX

Deal tactfully and ef-
fectively with the
publ i c; XXXX

Renove undesirabl e
persons from public
prem ses; XXXX

Keep routine records
and nake oral and
witten reports;

X XXX

Supervi se a group of
Security Oficers and
ot her enpl oyees.

XXX

he vyear of experience as a guard, security officer, security aide, crow
controller, firefighter or police officer, or trainee for firefighter or polic
officer work, or public contact work enforcing rules and regulations, fiel
investigation, or mlitary service is required for Security (Oficer. Conpletion o
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one year (30 semester or 45 quarter units) of education in a recognized junio
college, college, or university may be substituted for the required experience.

Two years of experience as a Security Oficer or Special Oficer with the Gty o
Los Angeles is required for Senior Security Cfficer.

One year of experience as a Senior Security Oficer is required for Principa
Security Oficer.

Two years of experience as a Senior Security Oficer or in a class which is at |east
at that level, in line supervision of enployees engaged in patrolling an
safeguarding buildings, grounds, and equiprment is required for Chief Securit
O ficer.

Li cens e: A valid California driver's license is required for all classes.
Special Oficer's Comm ssion issued by the Los Angel es Police Departnent is required
for Chief Security Oficer.

Physical Requirenents: Al Cdasses: Strength to perform average lifting up to 1

pounds and occasional |y over 25 pounds; good speaking and hearing ability; and goo
eyesight including normal color and night vision. Persons with handicaps nay b
capable of performing the duties of some of the positions in these classes. Suc
determination nust be nmade by the nedical examner on an individual basis. Fo
positions in some departnents, candidates will be required to take and pass
physical abilities test prior to appointnent.

As provided by dvil Service Commssion Rule 2.5 and Section 4.55 of th
Adm nistrative Code, this specification is descriptive, explanatory and no

restrictive. It is not intended to declare what the duties an

responsi bilities of any position shall be.
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