[image: T:\HR FOLDER\PROJECT WORK\Pension Consultation\CMYK logo no borders.jpg]






To: Applicants for the post of Security Officer



27/01/2026


Dear Applicant


Thank you for your request for an application pack and further details of the above post.

Before completing the application form, you should read the enclosed guidelines.  Please do not include your name on any part of the form, other than where you are specifically requested to do so.

The closing date for this post is 9/02/2026. Applications received after the closing date and CVs sent in isolation will not normally be considered. Please send your completed application to recruitment@middletemple.org.uk or via post to Human Resources Department, The Honourable Society of the Middle Temple, Ashley Building, Middle Temple Lane, London EC4Y 9BT.

Applications will not be acknowledged but, if you are invited to interview, you will be notified shortly after the closing date.  Interviews for this post will take place on 10/02/2026



The Middle Temple HR Team
recruitment@middletemple.org.uk                                                                                                   
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JOB DESCRIPTION

Job Title:		Security Officer

Reporting to:		Security Manager

Location:		The Honourable Society of the Middle Temple

Hours:			Full time rota system. 12 hour shifts from 0800 – 2000, 4 days on, 4 days off.

About Middle Temple
Middle Temple is one of the four Inns of Court which have the exclusive right to call men and women to the Bar i.e. to confer the degree of Barrister on those who have met the necessary requirements, which entitles them, after a period of pupillage (vocational training) to practise as Barristers. The Inn holds numerous events and functions throughout the year and is also available for private hire.   Middle Temple is also jointly responsible with Inner Temple for the Temple Church. 

Job Summary
To ensure the premises are always secure and safe, dealing with all matters, reporting and escalating issues appropriately.

Middle Temple has a dedicated team of in-house Security personnel, led by the Security Manager.  The Security Manager in turn reports to the Director of Estates who runs the Estates Department. 
The Security team work a roster, 4 days on 12 hour shifts, from 0800 – 2000 or 2000 – 0800, followed by 4 days off shift. This roster is a rotating 4 on, 4 off with the expectation that you will be alternating from days to nights. This roster continues for 365 of the year, including ALL Bank Holidays. The holiday entitlement for the role will include an allowance for working Bank Holidays.  Overtime opportunities are available.

This role is vital to the security of the Middle Temple estate which incorporates a large number of heritage buildings housing barristers’ chambers, residential units, an Elizabethan Great Hall and Temple Church. Extensive site wide network installations are in place for CCTV coverage, proximity card access, intruder alarms and fire detection systems, and you would be expected to become familiar with all of these, as well as conduct regular security patrols of the Estate.

Areas of Responsibility 
1. Carry out security duties as directed by the Security Manager.  These include regular site patrols, monitoring of CCTV and other systems, and responding to intruder and fire alarms.
2. Ensure you arrive for the start of your shift with sufficient time to carry out a comprehensive handover 
3. Provide a strong, reassuring and friendly point of contact for professional and residential tenants, Middle Temple staff, and the public.
4. Answer calls to the Middle Temple Security telephone number promptly and politely, and respond immediately to requests for assistance.
5. Respond to incidents and emergencies calmly and professionally, using good judgement, knowledge of law and Inn procedures to bring them to a successful conclusion. 
6. Remove persons not permitted on site from the premises in a professional manner.
7. Liaise with emergency services.
8. Enforce parking, contractor and other security-related policies as required.
9. Complete logs and maintain accurate records as required.
10. Report faults in security and other systems, and use professional judgement to mitigate those faults.
11. Participate in fire evacuation and other exercises as required.
12. Maintain confidentiality.
13. Report anything that could be considered as a compromising security to the Security Manager.
14. Proactively preserve the peace, safety and dignity of the Middle Temple.
15. Assist Front of House officers with events at Hall/Bench apartments.
16. Undertake other such duties that may reasonably be required by the Security Manager or senior Middle Temple manager from time to time.



PERSON SPECIFICATION

Qualifications
1. Educated to GCSE level or equivalent (inc. maths and English)
2. Current SIA door supervisor license.
3. Current Emergency First Aid at Work (or higher qualification). Training in Fire, AED is an advantage.

Knowledge, Skills & Experience
4. Physically fit in, to carry out patrols and sitting/standing duties over a 1.5 mile site over a 12 hour shift, and respond quickly to emergency situations. 
5. Experience of a similar working environment &/or understanding of the workings of the Middle Temple or other not-for-profit organisation.
6. Corporate security experience including experience and working knowledge of CCTV, access control, intruder alarms and fire detection network systems, working efficiently and effectively on a rotating day/night shift system. Experience working on a large estate &/or with VIP stakeholders is an advantage.
7. IT literate with experience of using databases, Microsoft Office (Word, Outlook, Excel) and other computerised systems.
8. Highly effective in fulfilling all areas outlined in the Job Description.
9. Experience of managing own workload with minimal supervision; able to multi-task, effectively plan work, prioritise and meet deadlines.

Personal Qualities
7. To provide a smart and professional presence with the ability to remain calm and react appropriately to emergency situations, act on instructions effectively and promptly, and give instructions and updates reports clearly as may be required.
8. Excellent communication and interpersonal skills with the ability to communicate effectively (verbally and in writing) at all levels.
9. Ability to work on own initiative within the parameters of the role e.g. identifying ways that services within area of work can be improved.
10. Ability to contribute positively to the work of the team and work supportively, co-operatively and collaboratively with colleagues.
11. Ability and willingness to learn new skills.
12. Ability to be flexible and attend work (e.g. meetings, events) outside the normal working week as may be required from time to time.
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Values 


	
Respect
for others 
 
	
Collaboration
& Teamwork
	
Accountability
for actions, responsibilities & quality of work​​​​​​​


	

Competencies


	
Champion the Mission
Prioritises work that advances the Strategic Plan and that positively impacts the workforce.  An active participant in the organisation.
	
Selflessness & Collaboration
Seeks the best for the organisation rather than for self &/or team.  Open-minded in seeking the best ideas. Makes time to help & support colleagues.
	
Accountability
Responsible for effectively fulfilling role duties. Contributes  to achieving team/organisational goals. Takes responsibility for own performance, actions & mistakes.

	
Respect company 
policy & rules
Proactively ensures a current knowledge of all policies, procedures & rules. Demonstrates adherence to these.
	
Show Respect to Others
Respects people for who they are; for their knowledge, skill & experience, as individuals & as team members.
	
Delivering quality
Takes pride in own work and always strives to deliver the best quality.  Pays attention to detail. Makes sound decisions.

	
Be Open & Honest
Courteous, professional, honest, open, ethical & fair. Sharing information, insight & constructive advice in clear communications.  
	
We Are One Team
Understanding that our colleagues make the difference & that diversity makes us strong. Collaborative, supportive & cooperative.
	
Be Positive
Is curious, asks for support, and demonstrates an ability & willingness to grow. Learns from mistakes. Positive & enthusiastic. 

	
Forward Thinking
Plans for, proactively contributes to & encourages, positive change.
	
Initiative & Drive
Working enthusiastically and effectively with minimal supervision. Continuously seeks solutions & opportunities for improvement.

	
Lead By Example
At all levels, acts in a way that demonstrates what is expected of all staff.


	

Management Only


	
Resource & Financial Management
Plans & executes projects & tasks effectively, to schedule & budget. Effectively & efficiently manages, assigns & utilises available resources (e.g. time, people, finances, materials) to meet operational needs.







GUIDANCE TO HELP YOU COMPLETE YOUR APPLICATION
Please read this guidance carefully before completing your application.

GENERAL
· Either type directly onto this form or print out and complete the form in black ink. This is because the application will be photocopied during our own administrative process. 
· If you have a disability and need assistance completing the application form, please contact the HR Department. 
· It is the Middle Temple’s policy not to accept CVs sent in isolation or to follow any links placed within an application.
· Applications received after the closing time/date will not normally be considered. We do not normally acknowledge receipt unless requested. The Middle Temple cannot be held responsible for applications that miss the deadline for reasons that are beyond its control.

YOUR APPLICATION
A. Use this section to provide details of your current role and previous roles. If you have no previous employment, write ‘none’.
B. Use this section to provide details of other experience that may be relevant to the post e.g. voluntary work, community work.
C. Use this section to provide details of education and or training you have acquired, and which would help you in the post, starting with the most recent first. You should also provide details of any relevant professional qualifications or memberships you may hold or learning you are currently undertaking. Please note that you may be required to provide evidence of qualifications you cite in support of your application.
D. Candidates are advised to read the Job Description and Person Specification because this Section will be considered against the Person Specification as part of the shortlisting process. Selection for interview is based solely on the information that you provide in your application form, and because Section D requires you to clearly set out and evidence how your knowledge, skills and experience make you suitable for the post, it is extremely important in deciding whether you will be invited to interview. To translate your knowledge, skills and experience into written evidence to support your application, you should address each part of the Person Specification:
· In order
· Using the criteria in the Person Specification as headings
· Writing clear supporting statements that clearly demonstrate how far you meet each one (e.g. by using examples) and
· Not using more than 3 sides of A4, Arial font size 10.

The examples you choose can be from previous jobs, volunteering, training etc. The most important thing is that they show the shortlisting panel how far you meet each role requirement either directly or by something similar (e.g. transferable skills). It will not be sufficient to simply tell the panel e.g. ‘I have experience of…’, ‘I am committed to…’ or ‘I am able to…’ etc. 

Only the information provided in this written application will be considered during the shortlisting process, except where a disability is indicated.
E. [bookmark: Check1]Candidates are identified by number only. Personal information is maintained for administrative and statistical purposes. If completing electronically and there is a |_|, double-click & select, ‘Checked’ (|X|)to indicate your response. 
· If you have a disability as defined by the Equality Act 2010 and you demonstrate to the shortlisting panel that you meet all the essential requirements of the person specification, you will be invited for an interview. 
· Applicants for vacancies that show a flexible working preference such as job share shall receive no less favourable selection consideration. 
F. If you are successful, the application form and supporting documents etc. will be retained on file, securely and confidentially. If you are unsuccessful, the application form and supporting documents will be stored securely and confidentially for 12 months after which time, they will be destroyed. 

If you give false or misleading information on your application form, it will be rejected. If you gain a position with the Middle Temple by making such statements, you will be liable to action which could result in your dismissal. 

POTENTIAL CONFLICTS OF INTEREST
A conflict of interest may arise where an employee may be seen to derive personal benefit from the actions or decisions made in their official capacity or where the concerns or aims of the employee appear incompatible with those of the Middle Temple. You are asked to declare any potential conflict of interest so that these can be managed effectively and do not compromise the Middle Temple’s position.

COMPLETED FORMS 
Please send your completed application to recruitment@middletemple.org.uk (in Word format rather than pdf) or via post to Human Resources Department, The Honourable Society of the Middle Temple, Ashley Building, Middle Temple Lane, London EC4Y 9BT. We very much look forward to receiving your completed application in due course. 
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APPLICATION FORM
Please either type directly onto this form using Microsoft Word or print out and complete the form in black ink.  It is essential that you read the guidance notes provided before you complete your application.

	Surname:
	 

	Forenames:
	 



	Application for Employment as:
	



A 	EMPLOYMENT HISTORY
	Job title:
	Employer:

	 
	 

	Date from:
	Date to (if applicable):

	 
	 

	Salary (£) & benefits:

	 

	Brief description of duties, responsibilities & reason for leaving:

	


	Previous posts held (starting with the most recent):

	Job title:
	Employer:
	Dates (from/to):
	Brief description of duties and responsibilities:

	
	
	
	


	
	
	
	


	
	
	
	




B	OTHER EXPERIENCE
	Please provide details of other experiences that are relevant to this post e.g., voluntary, community activities.

	Dates (from-to):
	Activity

	
	


	
	


	
	







C	EDUCATION/TRAINING
	Further/higher education:
	Dates from/to:
	Qualifications/grade:

	

	
	


	 Secondary education:
	Dates from/to:
	Qualifications (date & grade):

	

	
	


	Other relevant training, professional qualifications or work-related skills

	

	Are you undertaking any course of study at present? (if so, please give details)

	

	Do you have membership of any professional bodies? (if so, please give details)

	

	It is Middle Temple’s policy to verify the qualifications of all successful job applicants and you may be asked at a later stage in the recruitment process for your consent to checks being carried out.



D	RELEVANT KNOWLEDGE, SKILLS & EXPERIENCE 
	Candidates are advised to read the Job Description & Person Specification. Selection for interview is based solely on the information you provide in this application and because this section requires you to clearly set out how your knowledge, skills & experience make you suitable for the post, it is extremely important in deciding whether you will be invited to interview. You should address each part of the Person Specification in order, using the numbered criteria in the Person Specification and clearly demonstrate how far you meet each one. To do this, you should give examples where possible from previous jobs, volunteering, training etc that show the panel how far you meet each criterion. It will not be sufficient for example, to simply say, ‘I have experience of…’, ‘I am committed to…’ or ‘I am able to…’ etc. 

This section must be no more than three sides of A4 and in a font no smaller than 10 point.
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F	DATA PROTECTION & DECLARATION
[bookmark: _Hlk111799746]Information from this application may be processed for purposes registered by the Employer under the General Data Protection Regulations (GDPR) 2018. Individuals have on written request [& on payment of a fee] the right of access to personal data held about them. Any false, incomplete or misleading statements may lead to dismissal.

I declare that the information given in this application is to the best of my knowledge complete and correct and consent to the Middle Temple processing the data supplied for the purpose of recruitment and selection.

	Signature:
	Date:

	 
	



[bookmark: _Hlk111799781]Please send your completed application (by the closing date) to recruitment@middletemple.org.uk or via post to Human Resources Department, The Honourable Society of the Middle Temple, Ashley Building, Middle Temple Lane, London EC4Y 9BT.
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