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Job Vacancy Announcement
Diné College-Department of Human Resources

PO Box 98

Tsaile, AZ 86556

928-724-6952/6603
Position Title:

SECURITY OFFICER

Vacancy Number:

005.TS12.CL
Location:


Campus Police, Tsaile, AZ 

Salary Classification:
Grade 08-$11.70-$14.63
Internal:
Open:

January 31, 2012


Closing:
February 10, 2012
External:
Open:

January 31, 2012


Closing:
February 10, 2012
Major Duties and Responsibilities:

· Conduct mobile and foot patrols of the college campus and residential, security of all college property, buildings, students, staff, faculty and visitors. Report any crime or unusual activity to a certified police officer; enforce those rules and regulations set forth by the Dine College Board of Regents and the President such as the Student Code of Conduct, the Parking Regulations, the Transportation Policies and all other DC policies and procedures.
· Crime prevention: enforcement of laws, rules/regulations, procedures, etc.  Conduct petty misdemeanor level criminal and civil investigations by collecting evidence and assembling them for court testimonies; interviewing persons; and with appropriate training; detain criminal suspects, pursue, on foot, if necessary; conduct surveillance involving long hours; perform first aid to the sick and injured; writing reports on recommendations for maintenance problems that exist throughout the campus; issue and process parking violation warnings and citations as prescribed by regulations; perform crime prevention duties by securing all doors, and windows on campus after hours and non-working days.

· Public relations: Students, Staff/Faculty, visitors and guests with courtesy and respect.  Present court testimonies in the Navajo Nation, Apache County, Arizona State and Federal Courts; give presentations relating to crime prevention and orientation for new students, staff and faculty members; carry the duties and responsibilities of a police radio dispatcher when necessary.  Perform rotating shift schedules including holiday as needed.  Perform rotating shift schedule including holidays. Perform continuous duties beyond the regular eight hour shifts; continue duties and responsibilities in all types of weather condition and other assignments that may be assigned.  Adhere to the SOP, General and Special Orders and others issued by competent authority.

· Report writing and data entry into the Crimestar, submission of work orders where appropriate; students referrals, staff/faculty referrals.

Minimum Qualifications:

Education:

· High School Diploma or GED.
Experience:

· 6 months or more as a security officer, computer literate.
Other skills:

· Have knowledge of all existing rules and regulations, directives, and orders

· Computer literate: Work and Excel.

· Able to type reports with acceptable content, organization and English orders.

· Ability to observe and record events accurately and completely,

· Be able to handle multiple tasks

· Comply with all provisions of the Personnel Policy Manual and all others

· Enter data necessary into the computer for all calls‑for‑services and police reports. 

· Maintain all required licenses and certifications in current status.

· Adhere to Department SOP, General/Special Orders, Directives.

Expectations:

· Interacts with a culturally and socially diverse population.
· Being able to observe and report to police officers, unusual activities, etc.
· Prevents crime by performing foot patrols of college grounds, buildings, property and students, staff/faculty and all persons.
· Being able to assist the sick and injured.
· Enforces rules and regulations; student code of conduct, parking regulations, and others.
· Exhibit professional conduct, demeanor, speech and attitude.
· Give dorm presentations regarding student life safety; alcohol/drug abuse, domestic abuse.
· Perform the duties of a radio dispatcher when necessary.
· Perform rotating shifts, working holidays, special assignments, and work beyond 8 hr. shifts.
Interpersonal Skills:

· Customer Service/professionalism, teamwork, patience, alertness.

Special Training & Experience:

· Will be required to pass the security officer training which will involve training with impact weapons, good work history.
Operation of Equipment and /or Machinery:
· Security vehicle, radio, computer, certified with some impact tools, must attend defensive driving course and have an operators permit.

Restrictions:

· No prior DUI, domestic violence, other misdemeanor convictions, no felony convictions, must possess a valid state driver’s license, be able to pass a background investigation.

Language:

· Must be able to demonstrate a high degree of fluency in the speaking and writing of the English language. Oral fluency in Navajo is highly desirable but not mandatory. 
Conditions:
Pre‑employment policies as indicated in the Diné College Personnel Policies and Procedures Manual 300.01. Section F, for background verification, and 400.04, Section H.1., for substance abuse prevention.  400.02, Section A.1., sixty (60) workdays probationary period for nonsupervisory employees, and 400.02, Section A.2., probationary period 120 workdays for supervisors.

How to apply:
Please find all the information / documents needed to apply are on the website:  dhr@dinecollege.edu ~or~ http://www.dinecollege.edu
We do not accept FAX copies & incomplete packets.

Diné College gives preference to eligible and qualified applicants in accordance with the Navajo Preference in Employment Act (NPEA) and the Veterans' Preference.
