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Midland Metro Limited (MML) – CCTV Security Support Officer
	
Post Title:

	
CCTV Security Support Officer

	
Department: 

	
QHSE
 

	
Location:

	
Midland Metro Depot

	
Reporting to: 

	
MML Security and Insurance Team Leader

	
Direct Reports:

	
N/A


	
Role Purpose:
 
	
· To effectively download all forms of CCTV (Tram, network and body worn) 
· To effectively download and evaluate on tram data recordings (OTDR)
· To effectively download all safety critical communications.
· To adhere to MML’s data protection and employee privacy policy
· To attend meetings as required regarding all the above.
· Provide efficient and professional administration and operation of the Midland Metro Limited CCTV systems and their data.
· The collection and inputting of all MML reports into the MML Incident database.
· React to internal and external requests for CCTV, evidence requirements in-line with the Police and criminal evidence act 1984.
· Support all aspects of MML security as required by the QHSE Manager


	
Role Responsibilities:
 

	
· To download and review all forms of CCTV (tram, network and body worn) following a reported incident.
· Downloading and evaluating of on tram data recorder (OTDR) data to assist with investigations.
· Downloading and reviewing of safety critical communications to support ongoing investigation.
· To apply the correct nomenclature to all downloaded material to support efficient storage.
· The inputting of all reports into the MML Incident Database.
· Inputting CCTV, OTDR and safety critical communications findings into the MML Incident Database.
· Responding, reviewing, logging, and disclosing Police and third party (where applicable) requests.
· Adhering to MML’s GDPR and employee privacy policies at all times.
· Carrying out and recording regular audits of CCTV, OTDR and safety critical systems.
· Reporting and tracking of recorded faults of CCTV, OTDR and safety critical systems.
· Report upward and highlight incidents of a significant nature to the relevant senior leader or manager.
· Support the QHSE Team with activities and projects as required. 
· To represent the company and attend meetings regarding all the above.


	Training:

	
· Good working knowledge and demonstrable competence in Microsoft Office packages essential


	
Health & Safety:

	
· To ensure that they observe and follow MML SMS (Safety Management System).


	
Decision Making Authority: 

	· None. 

	
People Management: 

	· None 

	
Legislation & Compliance: 
	
· In common with the whole rail industry, the successful applicant will be required to pass a stringent drugs and alcohol test.






















Person Specification – Security Support Officer
	
Tasks: 
	
Level of Experience
	Desirable 
Or 
Essential 

	
Work Experience: 

	
· To have worked in an office-based environment with the ability to keep and maintain records and operate Microsoft office packages proficiently. 
· To be able to plan workloads and prioritise effectively.

	

Essential

	
Education:

	
· To have GCSE Maths and English at Grade C or above.
· To hold a Health and Safety qualification

	
Desirable


	
Managing People: 

	
· To work alongside all MML staff and other departments within the Company. 
	
Essential 

	
Communication: 

	
· Must have excellent interpersonal skills 
· Good attentions to detail
· Good communication skills in written and verbal communications. 

	
Essential 

	
Additional Qualities:
	
· To be pro-active in their approach and can work alone and make supervised decisions.

	
Essential

	
Personal Attributes: 
	
· To be trustworthy 
· To be reliable and punctual 
· To take pride in their appearance and adhere to the Company Dress Code Policy and Procedures.
· To be flexible with their working hours and to be willing to work a variance of shifts.

	
Essential 

	
Driving through Change: 

	
· To be a responsible team member and contribute your ideas through the correct forums 

	

Desirable 

	
Drugs & Alcohol
	
· To undertake drugs and alcohol testing in line with current company procedures and policy. 

	
Essential
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