

	Rose Bruford International Limited   
	Job Description


	Job Title: Night Concierge 
	RBI Reference: (2025) 025


	Reports to: Accommodation Manager 
	Department: Accommodation


	Salary: £23,849
	Date:  October 2025


	Hours:  19:00 until 7:00 Monday – Wednesday (36 hours per week, 52 weeks per year)



	The night safety patrol officer provides an efficient and professional security service at Christopher Court, demonstrating the highest levels of professionalism, customer service and integrity.


	Role responsibilities (include information on people management/teams, budgets and other resources with direct responsibility)

	· Work independently to ensure the safety and security of the premises and the students.

· Monitor and authorise entrance and departure of visitors and other persons to guard against theft and maintain security of premises.

· Write reports of daily activities and irregularities, such as equipment or property damage, theft, presence of unauthorised persons, or unusual occurrences.

· Call police or fire departments in cases of emergency, such as fire or presence of unauthorised persons.

· Answer alarms and investigate disturbances.

· Ensure the Health & Safety and wellbeing of yourself and others within your area.

· Assist during overtime and adjust hours as needed to provide security coverage.

· Be the first person that greets students and visitors in a polite manner.

· Provide First Aid to residents as and when required.

· Carry out any reasonable request made by management.


	Key working relationships/contacts specific to the role holder 



	Collaborate with colleagues and maintain a professional working relationship ensuring time keeping and attendance is high priority 



	Summary of role purpose:

	· Deliver consistent security services according to company standards and contract specifications.

· Comply with all company and statutory regulations related to Health & Safety, security, and emergency procedures.

· Always maintain a secure working environment.

· To abide by Rose Bruford terms and condition as stated in your contract

· To always maintain clean working environment with special regard to hygiene, demanding, ever-changing work environment.


	Main responsibilities, duties and accountability of the role 



	1


	Maintain full awareness of all areas requiring security during your shift, ensuring the reception area always remains well-lit to help residents feel safe when returning and to deter potential intruders

	2


	Ensure all areas are monitored efficiently and in a timely manner to the required standards.

	3


	Have full working knowledge of all security equipment and systems and use them as directed by your line manager

	4

	Ensure that all communal areas are always cleaned and presentable, including the main entrance outside, this includes emptying bins and hoovering as required.

	5

	Be a friendly face to all residents and visitors

	6

	Ensure a high standard of personal hygiene and appearance and general cleanliness to comply with statutory and Company regulations


	7

	To deal with any complaints by immediately reporting them to the Line Manager.

	8

	Attend training courses and meetings as is necessary to maintain standards in the contract and assist in carrying out the job role efficiently

	9

	Provide cover in other areas in times of sickness and holidays as when requires in both shifts AM/PM

	SPECIAL REQUIREMENTS 

There may be occasional weekend or evening working required for which time off in lieu will be given



	The post holder will be aware of and ensure compliance with all College policies and procedures.


	N.B. The post-holder may be required to undertake any other duties which may reasonably be required as within the nature of the duties and responsibilities of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms.




PERSON SPECIFICATION FOR ROLE OF Night Concierge
Key to validate section: (1) AF Application form (2) AS Assessment (3) I Interview

	Competency for the role 


	Requirements for the role 
	Essential

√
	Desirable

√
	Validate AF/AS/I

	Qualification 


	Previous experience in security or related field
First Aid 

Mental Health awareness


	Yes
	Yes

Yes
	

	Knowledge & Experience


	Knowledge of security operations and procedures
	Yes
	
	

	Communication 

· Oral, written, complexity

· Liaison and networking

· Information technology


	Ability to communicate effectively with customers, clients, and staff

	Yes
	
	

	Managing Resources

· Teamwork and motivation

· Service delivery

· Decision making

· Planning and organising

· Team development


	Self-motivated, initiative, teamwork, and flexibility.

	Yes
	
	

	Problem solving and investigation skills required and used to carry out responsibilities of the role

	Being a lone worker, using own incentives and being able to complete daily shift reports 

	Yes
	
	

	Service Delivery 
Who benefits from the service, staff, students, visitors and clients?  What level of service does this role provide; is the service proactive/ standard. Who decides on the service level?
	Promote a friendly working relationship with colleagues

Promote a good company image to customers and guests by using positive customer service practice

First point of contact to residents on an evening shift


	Yes
	
	

	Sensory and physical demands required to complete work.

Health and Wellbeing responsibilities of the role 


	Ensure compliance with all College policies and procedures.

	Yes
	
	

	Please read before signing.  
When you sign this job description and person specification document you confirm that this is an accurate reflection of the tasks, duties and responsibilities the role holder will be required to deliver.


	You are advised to retain a copy of the completed job description and person specification for reference. 



	Signed by Line Manager:







	Date: 


	Signed by Role Holder (if applicable)


	Date: 
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