
 

Children’s Wisconsin 

JOB DESCRIPTION 
 

Job Title: 
Lead Security Officer 

Job Code: 

710020 
OSHA 

I 

Department: 
Security Services 

Salary Plan: 
CW 

Orig. Date: 
9/88 

Immediate Supervisor: 
Security Supervisor 

Cost Center: 

8851 
Last Revised: 

9/21 

Division: 
Security Services 

FLSA: 
Non-Exempt 

 

 

GENERAL SUMMARY: 

Responsible for serving in a leadership role, overseeing the work of security staff engaged in patrolling and 

securing CW facilities, grounds and personnel.  In doing so, performs the responsibilities of a Security Officer 

and, in the absence of the Supervisor, provides leadership functions, to include assigns personnel to posts or 

patrol, interprets CW policies and procedures, trains, equips and directs security personnel and works towards 

positive resolution of internal and external customer issues. 

 

REPORTING RELATIONSHIPS: 

Reports To:  Security Supervisor 

Direct Reports: 

Collaborates With:  All Security Services department staff 

 

ESSENTIAL FUNCTIONS: (IN ORDER OF IMPORTANCE) 

 Exhibits guiding behaviors that reflect Children’s values and support our mission and vision.    

 Leads, coordinates and provides oversight and reviews the work of security personnel engaged in 

patrolling and securing CW facilities and grounds, the absence of the Supervisor. 

 Plans and prepares work schedules and priorities to provide adequate security coverage in the absence of 

the Supervisor, makes work assignments and reassigns security staff in response to schedules, 

emergencies or unusual incidents. 

 Orients, trains, and provides performance feedback and when necessary, escalates performance issues to 

the Supervisor who will determine if further action is required.  Assists in the mediation of conflicts 

involving security staff in the absence of the supervisor. 

 Assists Security Dispatchers working in Security Dispatch as needed, and dispatches appropriate 

personnel to perform security assignments.  Answers hospital emergency line (88) and directs personnel 

appropriately.  Monitors various cameras and alarm systems.  Answers intercom and elevator calls for 

assistance promptly and professionally.   

 Coordinates shift scheduling with Security Leaders, to assure that at least one Security Leader is on duty 

at all times. 

 Performs parking enforcement related duties, to include, but not limited to, operation of parking 

equipment, greeting, welcoming and directing our customers. 

 Patrols (by foot or patrol vehicle) assigned areas of facilities and grounds according to established 

schedule and investigates unusual occurrences.   

 Investigates and writes incident reports on a wide variety of security-related incidents including but not 

limited to; crimes committed on the property, injuries sustained on the property, actual or potential loss of 
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This job description is intended to summarize the essential functions of and requirements for the 

performance of this job.  It is not meant to be an exhaustive list of miscellaneous duties and 

responsibilities that may be requested in the performance of this job. 

hospital, employee, patient, or visitor property through fire, theft, damage, or vandalism.  Obtains 

evidence related to the incident and interviews victims, witnesses, and suspects. 

 Provide liaison functions between Children’s and local, state and federal law enforcement agencies.  

 Serves as department leader and liaison upon activation of the campus MRMC – Emergency Coordination 

Plan (ECP). Has department operational decision making authority to enact safety measures in accordance 

with Children’s, security department or MRMC-ECP plans and directives.  Participates in emergency 

exercises.  

 Ability to provide intervention strategies and collaborative support with various medical disciplines in the 

safety and care of patients, visitors and staff. Participate in patient care meetings to address patient care 

and safety related matters.  

 Ability to read and interpret legal documents detailing court actions, community based protective        

service agencies (MCCPS) orders/directives directed in the care of children. Ability to assess and define 

safety plans in accordance with legal and organizational directives. 

 Serve as department liaison on various organizational committees or other group functions affecting the 

care and safety of patients, visitors or staff.  

 Serve as department representative upon activation of Hospital Command Center. Liaison with 

organizational leadership teams in responding to incidents affecting hospital operations. 

 Upon request, provide input to Security Supervisors of staff performances.  

 Responds to emergency situations of various types.  Responses may include activities such as crowd 

control, disturbance resolution, verbal and physical intervention, firefighting duties, medical and other 

activities of a similar nature, including subsequent appearances in court, hearings, or chambers, as 

requested. 

 Performs security inspection tours, and notifies appropriate personnel of problems, as necessary.   

 Questions or detains suspicious individuals or criminal violators on hospital grounds.  Restrains 

disorderly, combative, or injurious individuals according to established training standards as necessary to 

prevent imminent harm to self or others. 

 Directs or escorts employees, staff, visitors, and patients as well as vehicle traffic to all areas of the 

hospital and grounds, as appropriate. 

 Provide basic hospital information services, as needed, including being assigned to a Welcome Center. 

 Performs special assignments and projects as directed. 

 Performs other related security, general office or record keeping tasks. 

 Engaged in the department training program. Assists in the development and instruction of various 

training programs. 

 Must work varying shifts and extended hours in order to ensure staffing coverage is maintained. 

 

MINIMUM KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

 Ability to read and write in order to review and complete required incident reports and perform various 

recordkeeping activities at a level normally acquired through completion of high school.  Post high school 

coursework in criminal justice or equivalent field of study preferred. 
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This job description is intended to summarize the essential functions of and requirements for the 

performance of this job.  It is not meant to be an exhaustive list of miscellaneous duties and 

responsibilities that may be requested in the performance of this job. 

 At least three years of previous security experience required.  Experience as a uniformed security officer 

in a leadership role in healthcare security, corporate security, law enforcement, and/or military service 

preferred. 

 Currently certified or successfully complete departmental training in Defensive and Arrest Tactics 

(DAAT) or Defensive Tactics for Security (DTS) within 3 months of hire.  

 Completion of the International Association of Healthcare Security and Safety (IAHSS) Advanced 

Certification within 90-days of hire. 

 Currently hold or successfully complete CPR certification – Basic Life Support (BLS) for Healthcare 

Providers through American Heart Association or American Red Cross within 3 months of hire.  

 Ability to successfully complete all required introductory and annual competency training processes.  

 Successfully meets the Nuclear Regulatory Commission (NRC) guidelines allowing unescorted (badge) 

access to radioactive materials within the hospital. 

 Strong interpersonal, written, and verbal communication skills are necessary in order to effectively 

interact with a variety of hospital employees, staff and visitors, sometimes under potentially stressful 

situations. 

 Intermediate computer skills in order to utilize equipment and systems (PC software applications, 

Microsoft Word, Excel, Access, CAD, Incident Reporting, Surveillance Systems, etc.) at a level normally 

acquired through attendance at technical courses or related experience. 

 Analytical skills necessary in order to inspect hospital areas, ensure security of all hospital staff, visitors 

and patients, and prepare security incident reports, missing property reports, etc. 

 Physical requirements of the job are consistent with the medium physical demand level.  Requires 

combined walking and standing for up to 100% of the work shift, and occasional running for distances of 

approximately ½ mile, both indoors and outdoors.  Must be able to climb several flights of stairs and 

carry equipment (e.g. fire extinguishers, etc.).  Must be able capable of lower level work (e.g. kneeling, 

squatting) for brief periods, and be able to lift 50 lbs. occasionally from floor level.  Must be able to assist 

individuals (e.g. transport a guest in a wheelchair).  Must be able to physically restrain patients/disruptive 

individuals of varying stature.  Requires ability to assess safety situations (e.g.. identify smell, color, near 

and far acuity, temperature, etc.).   

 Requires a valid driver’s license, acceptable driving record, ability to be insured by CHHS carrier. 

 

WORKING CONDITIONS: 

 Work is performed inside and outside of buildings.   Environmental conditions include cold, heat, 

humidity, snow, rain, etc.  Walking/standing surfaces can be uneven and/or slippery.  This includes 

standing outside the Welcome Booth in all weather conditions. 

 Provides services in an environment where there is potential for exposure to blood and other risk body 

fluids. 

  Pace of work is situation dependent; must be able to respond quickly in urgent situations. 


