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MANDARIN ORIENTAL
BOSTON





Job Description:
Security Assistant Manager

	Classification:
	Salary / Exempt

	Position type:
	Manager

	Hours/Travel:
	All days / shifts (AM / PM / ON)

	Department:
	Security 

	Reports to:
	Director of Security

	Date:
	12.8.17


Summary:

	Mandarin Oriental Hotel Group is the award-winning owner and operator of some of the most luxurious hotels, resorts and residences located in prime destinations around the world.  Increasingly recognized for creating some of the world’s most sought-after properties, the Group provides 21st century luxury with oriental charm. Above all, Mandarin Oriental is renowned for creating unique hotels through distinctive design and a strong sense of place, luxury hotels right for their time and place. The Group regularly receives international recognition and awards for quality management and legendary service hospitality.  

Holding both the AAA Five Diamond and the Forbes Five-Star awards, Mandarin Oriental, Boston enjoys a coveted location in beautiful Back Bay. With a sophisticated yet relaxed atmosphere, the hotel offers the perfect blend of luxury and style.

The incumbent is responsible for the safety and security of all guests, colleagues and visitors of Mandarin Oriental, Boston and the protection of all hotel assets.




Overview: 

	It is the mission and intent of this position that the incumbent will take full responsibility for managing all security supervisors and house officers to enforce security policies and procedures in accordance with Mandarin Oriental corporate guidelines and insure compliance to all local, state and federal regulations.

This position reports to the Director of Security


Competencies:

	 Being the Best

· Show a strong belief in team work and positive attitude 

· Show integrity and respect

· Provide excellent service at all time to all our guests

· Anticipate guest needs, as to where guests will never have to ask for anything

· Require to attend all daily pre shift on scheduled days

· Willing to work holidays, weekends, PM, AM shifts and overtime

· Professional appearance and demeanor at all time

· Have excellent communication and organization skills

Core Competencies

1. Delighting our Clients

· Display a superior service orientation to our guests

· Anticipate and understand the needs of our guests 

· Respond effectively to guests and internal customer needs

· Display a professional attitude

2. Working with Colleagues

· Display a service orientation to our Colleague needs

· Respond effectively to Colleague needs

· Display a professional attitude to our Colleagues.

3. Promoting a Climate of Enthusiasm

· Maintain high energy and drive

· Provide frequent and individualized recognition to staff

4. Being the Best

· Promote continuous improvement within the Security Department.

· Continuously maintain the competitive edge of our competitive set in technology and human resources.

5. Delivering Shareholder Value

· Maximize profits by minimizing losses.

· Maximize a profitable return to our owners.

· Exercise effective cost control.

6. Playing by the Rules

· Set example for all to follow and not being the exception to the rules.

· Accept responsibility for compliance with rules and regulations.

7. Acting with Responsibility

· Actively participate in the improvement of the environment, just as we will be responsible members of our communities and industry organizations.


Essential Functions: 

	1. Major responsibilities:

· Provide guidance and support to all security officers and supervisors within the Security Department.

· Create a safe and secure environment for our guests and colleagues by ensuring House Officers and supervisors are making a minimum of 3 tours of property per shift.

· Assist in the development and implementation of Standard Operating Procedures for the Department.

· Assist in the development and training of all employees on all OSHA related rules and regulations.

· Oversee the training and development of security colleagues and new hires.

· Effectively communicate upward, downward and laterally.

· Review and follow-up on all incident, loss and accident reports.

· Perform daily administration of hotel’s key control program.

· Be responsible for the fire life safety policies and procedures as dictated by BFD.

· Assist in training of all colleagues in emergency procedure preparedness.

· Ensure House Officers are performing daily audits of keys as per key control policy.

· Be responsible for the day to day operation of Security Department.

· Effectively enforce hotel’s rule and regulations.

· Supervise the administration of lost and found with daily audits.

· Add support to the house officers to complete routine assignments.

· Perform tasks and duties as assigned by the Director of Security and respond to directions given by any Executive Committee member or Manager On Duty.

2. Financial responsibilities:

· Manage payroll and scheduling by monitoring overtime and related expenses.

· Protect hotel assets.

· Assist in the purchasing process by creating Purchase orders and ensuring that spending is in line with monthly forecasts.

3. Human Resources responsibilities:

· Sets example for officers and supervisors to emulate by strictly following all hotel and departmental policies.

Each of the items listed is considered an essential function of the position.  However, the duties, responsibilities and requirements presented in this job description are intended to be broad based and high level and should not be construed as an exhaustive list of all roles or responsibilities for the position.  The Company reserves the right to alter the duties and responsibilities of the position.  

It is Company policy to comply with the Americans with Disabilities Act, including by providing reasonable accommodations that do not constitute an undue hardship on the Company.  Employees or applicants should direct requests for accommodation to Director of Human Resources.


Supervisory Responsibilities:

	· All Security Officerrs


Education and Experience:

	1. Mandatory

· A minimum of 5 years of experience in a hospitality environment.

· A minimum of 1 years experience in a luxury market.

2. Desirable 

· A member of American Society of Industrial Security.

· Former law Enforcement experience.

· CPR/AED/First aid certified


Physical Activity (constantly, frequently, occasionally, rare):

	Physical Activity
	Frequency
	
	Physical Activity
	Frequency

	Climbing
	10-12 hours Constantly
	
	Pushing
	10-12 hours Constantly

	Balancing
	10-12 hours Constantly
	
	Pulling
	10-12 hours Constantly

	Stooping
	10-12 hours Constantly
	
	Lifting
	10-12 hours Constantly

	Kneeling
	10-12 hours Constantly
	
	Fingering
	10-12 hours Constantly

	Crouching
	10-12 hours Constantly
	
	Grasping
	10-12 hours Constantly

	Crawling
	10-12 hours Constantly
	
	Feeling
	10-12 hours Constantly

	Reaching
	10-12 hours Constantly
	
	Talking
	10-12 hours Constantly

	Standing
	10-12 hours Constantly
	
	Hearing
	10-12 hours Constantly

	Walking
	10-12 hours Constantly
	
	Repetitive Motion
	10-12 hours Constantly


Other Duties:

This job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee.  Other duties, responsibilities and activities may change or be assigned at any time with or without notice.
Signatures:

The colleague signature below constitutes the colleague’s understanding of the requirements, essential functions and duties of the position.

The colleague signature below constitutes the colleague’s understanding of the requirements, essential functions and duties of the position.

	
	
	

	Colleague signature
	Print Name
	Date


	
	
	
	

	Supervisor Signature
	Print Name
	Title
	Date


Equal Employer Opportunity statement:

Mandarin Oriental Hotel Group provides equal employment opportunities (EEO) to all colleagues and applicants for employment without regard to race, color, religion, sex, national origin, age, disability or genetics.  In addition to federal law requirements, Mandarin Oriental Hotel Group complies with applicable state and local laws governing nondiscrimination in employment in every location in which the company has facilities.  This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, and transfer, leaves of absence, compensation and training.

Mandarin Oriental Hotel Group expressly prohibits any form of workplace harassment based on race, color, religion, gender, sexual orientation, gender identity or expression, national origin, age, genetic information, disability, or veteran status.  Improper interference with the ability of Mandarin Oriental Hotel Group’s colleagues to perform their job duties may result in discipline up to and including discharge. 
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