
SECURITY GUARD 
  
DISTINGUISHING FEATURES OF THE CLASS: Under general supervision, an employee of 
this class is responsible for greeting visitors, preventing unauthorized visitors from entry, and 
providing general building security.  Incumbents of this position maintain a post or security 
check point and deal directly with the public in ascertaining their business, providing directions, 
and providing a security presence to the building or section of the building to which they are 
assigned.  The incumbent may use a hand-held metal detection device or screen visitors as 
they pass through a metal detection device.  Incumbents do not have the power to arrest or 
detain individuals.  This position is distinguished from a Watchperson in that a Watchperson 
patrols a building and grounds and works "off hours" with little or no contact with the general 
public.  This is generally a uniformed position.  Supervision is not usually a responsibility of this 
position.  Does related work as required. 
 
 
EXAMPLES OF WORK: (Illustrative Only)   
  
Maintains a post or security checkpoint;    
  
Greets members of the public and ascertains their business in the building or section of the 
building; 
  
Provides directions to members of the public;    
  
Provides a security presence for a building or section of a building;    
 
Prevents unauthorized visitors from entering buildings and/or loitering on grounds;  
  
Prevents damage to property; 
  
May screen individuals with a hand-held metal detector or have them pass through a metal 
detection device;  
  
May hold or confiscate weapons (i.e., knives, box cutters, guns, etc.);  
  
May possess and use a police radio (walkie-talkie) to summon police, as required;    
  
May maintain simple log or record of weapons found;  
 
Uses computer applications such as spreadsheets, word processing, calendar, e-mail and 
database software in performing work assignments. 
 
REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Knowledge of security 
techniques; knowledge of the principles, practices, and techniques employed in establishing and 
maintaining building security; ability to establish and maintain effective working relationships 
with employees and the general public; ability to effectively use computer applications such as 
spreadsheets, word processing, calendar, e-mail and database software in performing work 
assignments; ability to read, write, speak, understand, and communicate in English sufficiently 
to perform the essential duties of the position; initiative; tact; courtesy; sound judgment; 
reliability, physical condition commensurate with the duties of the position.  
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MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE:  Graduation from high school or 
possession of a high school equivalency diploma. 
 
SPECIAL REQUIREMENT:  Possession of a current and valid New York State Security Guard 
Registration Card issued by the New York State Department of State, Division of Licensing 
Services.  The appointing authority is responsible for ensuring that incumbents maintain valid 
registration as a security guard throughout their employment.   
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