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	Position Title
	Administrator Physical Security and Personal Safety

	Department
	Facilities and Services  

	Reports to
	Director, Property & Facilities 

	Direct Reports
	N/A 

	Purpose and Objectives
	St Peters Lutheran College is the pre-eminent coeducational day and boarding school in Brisbane. 
The position of Administrator Physical Security has wide-ranging responsibilities including the protection of people and assets, emergency management, investigations and evidence gathering, policy and procedure development, vendor management, traffic management, minor capital works and day-to-day operational duties.
Reporting to the Director of Property and Facilities, the Administrator, Physical Security and Personal Safety is a professional and technical role as part of a broad team responsible for stewardship of the College’s built assets, gardens, grounds and facilities.  The role has high community visibility and interactivity with all stakeholders across the College, working closely with other management teams to deliver services in support of the College’s Strategic Intent.
Key to the success of this role is:
· Building professional relationships with diverse internal stakeholders and wider community
· Building professional relationships with key service providers and maintaining high standards of contract management
· Contributing to the development and implementation of the annual Business Plan
· Excellent IT literacy and report writing (including monthly dashboard)
· Competent systems operation (Inner Range Integriti and Milestone XProtect)
· Proactive and approachable communication style
· Working independently and as part of a team
· Working effectively with existing policies and procedures and identifying and implementing improvements. 

	Key Accountabilities
	Protection of People and Assets
As a member of the Facilities and Services team, provide leadership in physical security achieving high standards of performance, accountability, collaboration, ethics, and integrity.  
Key Focus Areas:
· Maintain and improve physical security across the College, providing advice and support on all related matters.
· Maintain and improve existing processes, and technology solutions to counter physical threats and vulnerabilities.
· Maintain and improve existing policies, procedures, guidelines, standards for physical security
· Undertake the role of ‘First Responder’ as part of the College’s Emergency Management Plan during school hours as the first point of contact for emergency and security matters including engagement with the Senior Leadership Team and local police, emergency services, and other regulatory bodies and external parties.
· Be first point of contact outside school hours (weekdays) for out-of-hours emergency and security matters (excluding Boarding) and engagement with the Senior Leadership Team and local police, emergency services, and other regulatory bodies and external parties.
· Be first point of contact outside school hours (weekend roster of alternate weekends with the Facilities Administrator and Maintenance Team Leader) for out-of-hours emergency and security matters (excluding Boarding) and engagement with the Senior Leadership Team and local police, emergency services, and other regulatory bodies and external parties.
· As part of a wider group undertake traffic management duties at the start and end of the school day including traffic management and on-site parking to safeguard student, staff and community welfare, through pedestrian and vehicular access 
· Manage all operational and technical aspects of security operations (access control, CCTV, alarm systems and management of College ID cards) at the Indooroopilly site including incident management, service requests and investigations.  Manage alarm activations and IC card permissions for approved out-of-hours access by staff.
· Maintain and improve the College physical security audit to measure compliance to physical security policies, and procedures. Provide feedback on the enterprise-wide effectiveness of these measures.
· Collaborate with the Director, Property & Facilities regarding risk and stakeholder management strategies, process improvement and sustainable cost-effective measures that are fit for purpose.
· Collaborate, as required, with the Health & Safety Advisor for all other College incident reporting and associated investigations and corrective actions. 
Contractor and Vendor Management
Key Focus Areas:
· Provide day-to-day coordination and performance management of Physical Security Contractors and Vendors against agreed key performance indicators (KPI’s).
· Be responsible for contract management of Physical Security Contractors and Vendors
· Action purchase orders and process invoices relating to Physical Security Contractors and Vendors
· Assist and support Facilities and Services department with the management of other third-party contractor induction processes and site access requirements.
· Manage contractors undertaking minor capital work for physical security
College Events
Key Focus Areas:
· Consult with stakeholders (as required) to provide Physical Security advice for external events (Carols By Candlelight, Year 12 Formal, Open Day and others)

	Key Relationships
	Internal: 
· Facilities Administrator and Maintenance Team Leader
· Health and Safety Advisor
· Corporate Services (Housekeeping, Food Services, IT, Finance, Risk & Compliance, People & Culture)
· Boarding
· Events Team
· Sports Department (Co-curricular activities)
· Pastoral Team
· Heads of Sub schools (Primary Years, Junior High and Senior School)
· Chief Operating Officer
External: 
· Indooroopilly Police Station (Adopt-a-Cop)
· QFES and Emergency Services

	Committee Membership
	· Health and Safety Consultation Group

	Selection Criteria
	These selection criteria will form the basis to assess applicants for short-listing and determine the successful candidate.  
Experience and qualifications
SC1:     A relevant tertiary and/or professional qualification and substantial experience related to security and/or emergency management discipline or equivalent combination of relevant experience and education/training.
Hold current certification / licence(s) in:
· Certificate II or III in Security Operations and Current Unarmed Security Officer Licence (Security Provider License Individual—Class 1)
· Current Fire Warden training (or willing to obtain before commencement), and 
· Current First Aid Certificate and CPR Certification (or willing to obtain before commencement)
Knowledge, skills and capabilities
SC2:	Demonstrated specialised knowledge and experience in:
· the operational aspects of security systems and traffic management 
· managing security response to complex and less routine emergency incidents involving emergency services, external parties, and senior management
· Security industry including but not limited to exposure to CCTV, access control and other electronic solutions across an organisation (multi-site organisation experience highly desirable but not essential). 
Proven:
-	Ability to use Microsoft Office applications and familiar with proprietary security systems (Inner Range ‘Integriti’ and Milestone xProtect Highly Desired), and
-	Budget and financial management acumen (highly desirable).
SC3:	Proven ability to identify opportunities and translate this into change plans and /or proposals for consultation and execution as it relates to physical security, security systems, traffic management, parking, and emergency management.  Demonstrated commitment to collaborate, consult and align purposes of stakeholders to effectively manage expectations and achieve targeted outcomes.
SC4:	Demonstrated ability to undertake and manage complex investigations including sensitive and criminal matters so to produce clear and impartial reports on the findings (highly desirable)
SC5:	Proven ability to build and sustain enduring respectful relationships to enable the collaborative delivery of outcomes and achievement of goals and targets
SC6:	Highly developed written and oral communication (including presentation), negotiation, interpersonal, and customer service skills including the ability to articulate technical issues across a diverse stakeholder group
Personal capabilities
SC-E1:	
· Demonstrated ability to exemplify care, dignity, and respect, delivered through high personal accountability for professional workplace conduct.
· Demonstrated commitment to reach their own potential (Plus Ultra-More Beyond) and in manner that aligns with the College’s strategic and operational objectives and values.
Christian Ethos
SC-E2:	
· An understanding of, respect and demonstrable support for the College’s Christian ethos.
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	Position Status
	Full Time

	Hours of Duty
	Full time - 76 hours per week (7.6 Hours per day)
Monday to Friday (Core Hours; 7.30am to 3.36pm)
Timesheet additional hours for call outs (overtime payment)

	Classification
	School Officer (SOA) 6 Step 1 to 5

	Annual Salary
	Annual Salary – starting from SOA 6 Step 1 -  $87,210.00 (gross) less applicable taxation up to SOA 6 Step 5, $106,200.00 (gross) less applicable taxation, in accordance with the Enterprise Agreement per annum plus Superannuation.
Terms and Conditions – Please refer to the Employment Contract, which may or may not include reference to the Queensland Lutheran Schools Single Enterprise Agreement 2024.

	Superannuation
	12.75% employer contribution from 1 July 2025

	Location
	St Peters Lutheran College – Indooroopilly 66 Harts Road, INDOOROOPILLY QLD 4068

	Professional Behaviours
	Applicants are expected to respect and uphold the College’s Mission of “Excellence in Christian Co-Education”, support the Christian ethos of St Peters Lutheran College, and uphold the Code of Conduct and Valuing Safe Communities standards.
All employees are expected to demonstrate courtesy, co-operation and teamwork with fellow members of staff, and actively and effectively participate in reasonable directions provided.

	Child Protection
	All employees of St Peters are required to complete annual Child Safety Training. New employees must complete this training upon commencement, and/or provide certificate of completion from previous workplace.
Employees must understand and adhere to the College’s Child Protection Policy and Procedures.

	Health & Safety
	All employees are required to take reasonable measures to protect their own health, safety and wellbeing, and that of others, and to follow all reasonable Health and Safety policies, guidelines, and directions.
Managers hold additional accountability for operational management of safe work practices in their area, including making appropriate resources, information, and training available to their team members.

	Policies & Procedures
	Employees are expected to understand and act in accordance with St Peters policy and procedure documents that are available on the College’s intranet, relevant legislation and directions within the employment contract and/or Queensland Lutheran Schools Single Enterprise Agreement and take the responsibility to maintain currency with these.

	Compliance Requirements
	Right to work in Australia
Current Blue Card and/or Queensland College of Teachers Registration.
Identified positions will require additional security clearances. All successful candidates will be required to obtain and maintain currency and levels of security clearance.
Timely completion of mandatory training requirements and training relevant to their role.

	Other Relevant Information
	The College will conduct relevant and required applicant checks which includes and is not limited to, contacting current and previous employer(s) to substantiate employment history, past conduct and performance.
St Peters Lutheran College aims to be a preferred employer by fostering and valuing diversity, ensuring equitable and fair treatment for all, and respecting and upholding human rights.
The College is committed to increasing the participation rate of Aboriginal and Torres Strait Islander people through best-practice recruitment methods and producing positive training and employment outcomes for Aboriginal and Torres Strait Islander people within the wider communities.
The collection and handling of information will be consistent with the requirements of the Privacy Act 1988.

	Further Information
	Further information about St Peters can be found at www.stpeters.qld.edu.au
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