
Occupational Group:  Protective Services
Class Group:  Safety and Security Officer
	Class Code
	Class Title
	Occupational Role
	Pay Plan
	Pay Grade

	
	Safety and Security Officer Supervisor
	Supervisory
	Current
	


CONCEPT:

Supervises Safety and Security Officers who safeguard persons and property owned or leased by the State of Kansas. 
TASKS:
· Supervises and coordinates activities by scheduling work assignments, setting priorities, interpreting, and enforcing policy, and directing the work of the safety and security officers.
· Maintains records, prepares reports, and correspondence relative to the work.

· Monitors and evaluates security and safety operations to assess efficiency and effectiveness.

· Develops safety plans covering fire prevention, the security environment and the possibility of a disaster.

· Originates and directs fire drills and other simulated emergencies.
· Develops controls to accomplish work within framework of established laws, policies, procedures and priorities.
· Determines schedules, sequences, and assignments for work activities, based on work priority and skill of personnel. 
· Maintains and supports a positive and productive work environment.
· Initiates and recommends personnel actions, monitors employee work levels and reviews performance, addresses performance issues to correct job-skill deficiencies, conducts or arranges for staff training.
· Participates in the resolution of staff problems, complaints, or grievances.
· Coordinates operations and activities within or between departments.
· Interprets state and federal requirements, standards, and criteria for administering programs.

LEVELS OF WORK

· Class Group consists of one class.    
MINIMUM REQUIREMENTS:
· High School diploma or equivalent.

· One year of experience in safety, security or fire prevention work.

· Some positions may require additional minimum requirements that will be specified on the position description.

CONTRIBUTOR LEVELS:

Contributor levels are a range of work within a class that allows for a progressive increase of responsibility and employee competency.  Progression through a contributor level is dependent upon management discretion, the availability of funds, increase of responsibilities, and the employee’s acquisition of competencies and job performance.  Specific career plans are designed for employees by their agency that are tailored to the organization and mission of each activity using the below framework and the established pay plan for the class.

	MINIMUM  MAXIMUM

	SAFETY AND SECURITY OFFFICE  SUPERVISOR

	
	Recent           
Contributor
	Experienced  
Contributor
	Independent   
Contributor
	

	
	
	
	
	

	
	· Employees work under general supervision as one learns the agency’s operations, policies, and procedures and oversee standard, day-to-day work activities according to established guidelines within assigned area.

· Employees provide specific ongoing feedback to employees on their performance; assesses and rates employees’ performance and competency development; develops staff through on-the-job training, coaching and mentoring. Takes initial corrective actions with employees; provides improvement plans for employees who are not meeting expectations.
· Employees understand existing, and determines applicable, safety and security procedures and ensures their proper application for work processes
Performance Range for Core Competencies:

·  Job Responsibilities – Learner to Experienced Knowledge


	· Employees have considerable knowledge of the agency’s operations, policies and procedures and make adjustments to established guidelines in order to address material needs, time frames, personnel issues, etc.
· Employees recommend pay adjustments based on competency development; works with employees to identify individual strengths and weaknesses and recommends developmental activities; sets specific, measurable and realistic performance and competency expectations for staff.  Monitors, documents, and resolves performance management issues through formal and informal discussions and procedures.
· Employees serve as a technical expert within the work unit by guiding, directing, and coaching staff regarding application and interpretation of procedures.
· Employees assess and develop safety and security procedures in relation to overall agency safety policies.
Performance Range for Core Competencies:

·  Job Responsibilities –  Experienced Knowledge to Expert Knowledge


	· Employees have thorough knowledge of the agency’s operations, policies and procedures and recommend work schedule changes in consultation with appropriate management personnel.

· Employees identify staffing gaps and participates in development of strategies to address issues; promotes development of staff that meets competency needs to meet goals; makes specific salary recommendations and competency pay recommendations that fit defined pay factors; and recommends corrective actions adhering to agency’s policies and procedures.

· Employee possesses advanced technical knowledge of their occupational area and working knowledge of related protective services areas.

· Employees anticipate safety and security issues and take proactive steps, and measure the effectiveness of actions.

Performance Range for Core Competencies:

 Job Responsibilities – Expert Knowledge to Transferring Knowledge
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