
 

Security Office Assistant 
Department​ :  Security 
Reports to​ :  Director of Security 
 
Job Summary: 
The position serves as a receptionist for the Security Office assisting in the day to day operations of 
the department.    
 
Qualifications   

●​ Bachelor’s degree 
●​ At least one (1) year of related experience in clerical and reception duties 
●​ Proficient in productivity applications, both installed and cloud-based apps 
●​ Excellent verbal and written communication skills 
●​ Demonstrates strong sense of organizational and time management skills and 

detail-oriented 
●​ Ability to create a welcoming office environment 
●​ Highly motivated, flexible and is able to multitask 
●​ Ability to identify issues, determine solutions and work in a collaborative environment 
●​ Confidentiality is a must 

 
Key Responsibilities  

●​ Performs reception duties such as face-to-face interaction with office visitors and responding 
to emails 

●​ Handles carpooling requests from parents 
●​ Custodian of ID supplies and responsible for the preparation and issuance of the IDs 
●​ Liaises with the ID printer supplier for preventive maintenance schedules 
●​ Monitors  office materials (including ISM stickers) and processes PR’s and requisitions.. 
●​ Assists in the issuance of vehicle stickers including the processing of village stickers for 

ISM-reserved vehicles 
●​ In-charge of the text blast system and is responsible for training alternative users 
●​ Responsible for handling the Unauthorized and Banned Entry lists 
●​ In-charge of obtaining approval for the temporary vehicle and representative passes 
●​ Oversees the Lost & Found and organizes the viewing and disposal schedule of the items 
●​ Accesses the Faculty and Staff Manual Time Keeping system 
●​ Accesses the Contractual Staff Attendance Monitoring System 
●​ Updates and monitors Security Office forms for reproduction 
●​ Receives Field Trip Request forms, monitors approval, and distributes the form to the 

concerned offices 
●​ Accesses PowerSchool for Security operations  purposes 
●​ Responsible for the BearCard mapping of Smart IDs for faculty, staff, students, and parents. 
●​ Coordinates with the concerned offices regarding Smart ID issuance, updates, and validation. 
●​ Facilitates the updating and maintenance of IDs for door access, ensuring that access 

permissions are properly assigned and updated and assists with any access concerns. 
●​ Checks gate/walking passes and work permits 
●​ Ensures Crisis and Security Manuals and Telephone Trees  are updated 
●​ Assists with the bidding of uniformed security and K9 projects and maintains files 
●​ Assists Security Department in assigning vehicles and drivers for official trips 
●​ Maintains confidentiality at all times 
●​ Fosters and sustains a community that rejects all forms of discrimination 
●​ Assists in developing and maintaining safe spaces for all individuals at ISM 
●​ Perform any additional duties assigned by the Director of Security. 

 


