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Formally Certified Security Personnel

Professional security personnel need to respond to changes in their environment, which
includes actions such as traffic movement, ensuring the safety of persons between and
within locations, monitoring and managing the access and departure of persons and
vehicles as well as observing and monitoring people.

Duties of a Professional Security Officer

The responsibilities of a security officer will vary from one customer to another. You must
be well attuned to changes and developments within the industry and the expectations
and obligations that are due the customer and the general public.

Primarily, your role is to safeguard people, property and information. The majority of
assigned tasks require a security officer to observe, deter, record and report. This
may involve, but is not limited to:

e Ensuring premises and property are protected in an appropriate and effective
fashion against a variety of natural and man-made threats.

e Preventing, detecting and reacting appropriately to the commission of criminal
and quasi-criminal actions on or against the property of the customer.

e Interacting with law enforcement officials and the justice system, when necessary.

¢ Providing leadership and direction in emergencies and assisting emergency

personnel in times of crises.

¢ Controlling access to a customer facility, including monitoring entrance and gate
passage, escorting citizens and inspecting vehicles and bags.
¢ Controlling or restoring order to a crowd.

e Preventing work accidents by being aware of potential dangers, reporting safety
hazards and following directions to minimize potential risks.



Quality Customer Service for Security Professionals

Providing outstanding customer service is critical to maintaining our existing business
partners and a key element in attracting new customers.

Know Your Responsibilities

To provide quality service and assistance, security professionals must be familiar with the
particulars of their assignment(s). Be fully aware of your duties as outlined in company
policy and procedures as well as customer specific instructions.

Complete Assigned Welfare Checks and Check-In / Off System

Our company requires all security professionals to call from the customer’s telephone
when they arrive for work and when they depart the location to our Corporate
Communications Center. In addition, we require two {2} hour interval welfare checks to
ensure security personnel well-being and safety.

Always Provide Your Full Attention to All Individuals

Listening to your supervisors and customer contact attentively is critical in the security
profession to fully understand the expectations and service requirements bestowed upon
you. All policies and procedures are living, breathing documents and may change from
time to time. Consequently, it is important to fully acknowledge and understand new job
descriptors and policies.

Be Mindful and Respectful

More than anything, great customer service begins with politeness. Words and phrases,
such as “Thank You” and “You're Welcome” as well as “Sir” and “Ma’am” show class and
pride in yourself. Even the most difficult personalities respond better when they are
shown respect. In turn, you will earn their respect.

Be a Team Player

Teamwork is essential to your job duties and responsibilities. Welcome new employees,
help them learn and understand the tasks and mentor them when necessary. Support
your team members and help them succeed. Leave a clean workspace for your relief
officer and set a positive example for them to follow.



Keep Your Word and Go That Extra Mile

Although it is imperative to meet the basic requirements of your job assignment, making
that extra effort will increase customer satisfaction. Offer solutions to problems or assist
with a special project. Also, being factual is critical in the security profession and your
reports should reflect what accuracy.

Positivity
Form great relationships with all of the Thomas Protective Service, Inc. team members as
well as the customer employees. Report to work on time, keep your workspace clean and

organized, complete all assigned tasks and maintain a sense of professional decorum.
Take pride in a job well done.

Look the Part of a Professional

While wearing a uniform, the public naturally expects a courteous and respectable
professional officer. Make sure your uniform is pressed and clean and you are adhering
to professional grooming standards set forth in our Company Policy Manual.
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