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SECURI TY Al DE, 3199
Sumary of Duties : Inspects Gty facilities for security or safety

hazards, unruly patrons, or other unusual conditions; and does related
wor k.

D stinguishing Features : Enployees in this class are prinarily
responsi ble for providing limted security services at a stationary
post or while independently patrolling Gty facilities. Wen
encountering unruly patrons, Security A des warn the patrons of the
Gty regulation, policy, or ordinance violated and try to di ssuade the
patrons fromsuch activities. In the event that their warnings are
i gnored, enployees in this class do not physically eject or detain
patrons but refer such problens to their supervisors for appropriate
action. Security Aldes do not carry arns, weapons, batons, or
handcuffs and nmay not be in uniform In addition to their security-
related duties, enployees of this class provide a variety of support
services to the work unit in which they are assigned.

The class of Security Aide is distinguished fromthe class of Security
Gficer inthat the latter wear uniforns and may performthe ful

range of building or facility security functions, may use physica
force to detain patrons, and nay carry batons, firearns, and
handcuf f s.

Exanples of Duties : Patrols Gty facilities for safety, security,
unruly patrons, or other hazards to the public or Gty enpl oyees;

di ssuades groups or individuals fromvandalizing grounds or causing
m schief; stops fights and di sorderly conduct through persuasion

di sperses unruly crowds; conducts guided tours of Gty facilities and
provides information to school groups, tourists, patrons, and other
interested visitors; stands post in a Gty facility to provide
security and information to the public; acts as page or usher;

acqui res necessary supplies; opens, secures, and |locks facilities;
revi ews punched tapes fromportable security time clocks; reconciles
di screpancies in punched tapes with witten reports prepared by patrol
officers; reloads time clocks with new tapes; operates el evators;
prepares reports regardi ng unusual conditions observed.

May report the nunber of visitors to a facility for the day to the
Security Ofice; may coordinate |ost and found activities; nmay provide
clerical assistance such as stacking and shel vi ng books, assisting at
circul ati on desks, and answering tel ephones; and may be required to
transport election ballots during el ections; and nmay occasional ly be
assigned to other duties for training purposes or to meet

t echnol ogi cal changes or energenci es.



Qualifications : Ceneral know edge of security and safety policies and
procedures; the ability to effectively and tactfully deal with the
public; the ability to | earn and communi cate basic infornmation
regarding history and present functions of Gty governnent; the

ability to operate elevators; the ability to use good judgnent in
handl i ng extraordi nary situations; the ability to prepare sinple
witten reports; the ability to do routine clerical work such as
filing, sorting, and record keeping; and the ability to follow witten
and oral instructions.

One year of experience dealing with the public is desirable.

Physical Requirenents : Strength to performaverage lifting of |ess
than 5 pounds and occasionally over 15 pounds; ability to stand or
wal k for prolonged periods; and good speaking and hearing ability.

Persons with nedical limtations nmay, wth reasonabl e accomrodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's [imtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's |limtations.

As provided in Gvil Service Commssion Rule 2.5 and Secti on
4.55 of the Admnistrative Code, this specification is
descriptive, explanatory and not restrictive. It is not
intended to declare what all of the duties and responsibilities
of any position shall be.



