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Union Public Schools Job Description 

 
Position Title:  Security Officer 
Department:  Support Services 
Reports To:  Director of Security 
 
FLSA Designation: Non-exempt 
Classification:  Safety Sensitive Position 

 
SUMMARY:  Provides security services to the District’s schools and school grounds. 
Establishes and maintains a close partnership with school administrators and School Resource 
Officers (SRO) in order to provide a safe school environment. Assists school officials with their 
efforts to enforce the Board of Education policies and procedures. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:  Other duties may be assigned. 

 Adheres to and follows the District’s policies and regulations. 
 Works closely with the Director of Security, Security Coordinator, and District 

Administrators to develop and implement a site safety and security plan. 
 Patrols District buildings and grounds to prevent fire, theft, vandalism, and inappropriate 

and illegal activity. 
 Conducts patrol inspections of building entrances and exits to determine building 

security. 
 Patrols school grounds to detect unauthorized persons or vehicles, checks cars for parking 

authorization, determines if vehicles are parked improperly or in restricted areas and 
issue citations when appropriate. 

 Works to prevent crime and disorder through close contact, and positive interactions and 
relationships with students. 

 Implements District emergency action procedures when appropriate. 
 Prepares written reports as instructed by the Director of Security. 
 Attends and completes assigned in-service training programs. 
 Attends, monitors and patrols during school activity events to ensure safety, security, and 

orderly conduct of everyone. 
 Works with administrators, teachers, counselors, SRO’s, and other student support staff 

to assist students and to provide services to students involved in situations where referrals 
to service agencies are necessary. 

 Works with other agencies in a multijurisdictional environment. 
 Works shift work with fluctuating schedule as necessary to meet the needs of the 

department and the district. 
 Assists in conflict resolution efforts and peacekeeping services to the schools. 
 Provides guidance and supervision during on site searches to ensure the safety of staff 

and students. 
 Assists school administrators by providing a smooth flow of traffic entering and exiting 

school property. 
 Communicates effectively. 
 Works well with both supervisors and other members of the team. 
 Maintains consistent and punctual attendance. 
 Performs other duties assigned by the supervisor or administrator. 
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ADDITIONAL QUALIFICATIONS: 
● Possess a current Council of Law Enforcement Education and Training (CLEET) 

Armed Security Guard License-Phase IV. 
● Meets all standards to be a CLEET-licensed Armed Security Guard - Phase IV set 

forth in state law, including but not limited to: 
o Be a citizen of the United States or an alien legally residing in the United States 
o Be at least least twenty-one (21) years of age 
o Have no felony convictions or other disqualifying convictions 

● Takes all necessary continuing education training to maintain a CLEET Armed 
Security Guard License - Phase IV throughout employment, including annual 
firearms recertification training/testing. 

● Possess a valid Oklahoma Driver’s License Class D or higher certification and an 
acceptable driving record. 

● Passes physical fitness requirements listed in the “Physical Demands” section of this 
job description. 

 
 
SUPERVISORY RESPONSIBILITIES:  None  
 
QUALIFICATION REQUIREMENTS:  To perform this job successfully, an individual must 
be able to perform each essential duty satisfactorily.  The requirements listed below are 
representative of the knowledge, skill, physical stamina, and/or ability required.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
EDUCATION and/or EXPERIENCE:  High school diploma or general education degree 
(GED) required. Bachelor’s degree preferred. Law enforcement experience preferred. 
 
CERTIFICATES, LICENSES, REGISTRATIONS:  State Certified Law Enforcement Officer 
(CLEET Certification) or Certified Armed Security Officer (CLEET Standards) preferred, and an 
Oklahoma driver’s license is required. 
 
LANGUAGE SKILLS:  Ability to read and interpret documents such as safety rules, emergency 
instructions and procedure manuals. Ability to write routine reports and correspondence. Ability 
to speak effectively before parents, staff and students. 
 
MATHEMATICAL SKILLS:  Ability to add, subtract, multiply and divide in all units of 
measure, using whole numbers, common fractions and decimals.  Ability to compute rate, ratio, 
and percent and to draw and interpret bar graphs. 
 
REASONING ABILITY:  Ability to apply common sense understanding and carry out written 
and oral instructions. Ability to deal with problems involving a few concrete variables in 
standardized situations. 
 
OTHER SKILLS and ABILITIES:  Ability to develop effective working relationships with 
students, staff and the school community. Ability to communicate clearly, concisely and 
effectively, both orally and in writing. Ability to perform duties with awareness of all District 
requirements and Board of Education policies. Ability to handle the stress of a security position. 
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PHYSICAL DEMANDS:  The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential functions of this job.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee is continuously required to walk, stand, talk 
or hear. The employee is occasionally required to bend, stoop, reach, twist and grip. The 
employee is occasionally required to react effectively to emergency situations. The employee is 
occasionally required to lift, carry, or push heavy objects including vehicles, and physically 
restrain offenders. Specific vision abilities required in this job include close vision, depth 
perception, and the ability to adjust focus. 
 
ADDITIONAL PHYSICAL REQUIREMENTS: 

● Must possess the physical strength and stamina necessary to chase and subdue 
fleeing persons and rescue victims. This includes being able to run long distances, 
jump, crawl (to function in confined spaces), climb, lift, drag and pull at least 165 
pounds 

● To establish fitness for duty, must successfully pass a physical ability/job task 
simulation test selected by Director of Safety and Security prior to hire and regularly 
thereafter as required.  An example of the simulation test that may be selected by the 
District includes the 2003 Physical Agility Test, as amended (a test that has been used 
by the Tulsa Police Department). 

● Must be able to stand for long periods of time and walk much of the day while 
patrolling and interacting with students and staff on school property 

● Must be able to occasionally lift light and heavy objects, use tools and equipment 
requiring a high degree of dexterity, operate firearms and utilize the appropriate 
physical dexterity and force to apprehend suspects 

● Capable of operating and maintaining a squad vehicle and related tools and equipment 
● Must possess the visual acuity necessary to observe surroundings, identify persons, 

detect danger, read licenses and tags and possess the aural acuity to understand 
conversations in quiet and noisy environments, understand radio transmissions, 
distinguish between car backfires and gunshots and determine the location of persons 
in distress 

 
 
WORK ENVIRONMENT:  The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this 
job.  Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 
The noise level in the work environment is usually moderate to loud, although it can vary 
depending on the daily activity. Works within in a school environment with a diverse population 
with extensive interactions with juveniles enrolled in the district and extensive interactions with 
members of the public, including families and other patrons. Interacts with and works involving 
students with special needs in a variety of situations. 

 
 


