THE HONOURABLE SOCIETY OF THE INNER TEMPLE
JOB PACK

	Job title
	Security Manager (Head Porter)
	Department
	Porters
	Reports to
	Director of the Treasury Office 
Dotted line to the Sub-Treasurer (CEO)
	Responsible for
	Porters, Assistant Porter, Front of House, Assistant Supervisor, Security Officers
	Main purpose of role

	Responsible for Security management and safety of The Inner Temple estate and all stakeholders who use it. 



	Duties and responsibilities

	Management
· Management and leadership of the Security, Front of House and Reception team.   Ensure that people resources are fit for purpose, effective; provide excellent customer service to members, residents, external stakeholders and support the Inn’s departmental security requirements.
· Responsible for reviewing job descriptions, recruitment of replacement permanent staff and hire of temporary staff, annual appraisals, staff welfare and conduct.
· Responsible for regularly reviewing relevant security policies and Standard Operating Procedures.
· Responsible for the efficient and effective management of all aspects of the physical security of the Treasury Building, including the protection of artefacts/heritage assets against loss or damage, and the wider Inner Temple estate and Garden, including Temple Church, on a 24-hour x 7 days basis.
· Responsible for ensuring the necessary protections are in place and that The Inner Temple’s core business is properly and appropriately secured against threat.
· Responsible for undertaking full investigations of any security breaches or issues, assess how they happened and support the implementation of plans to mitigate risks in the future.
· Determine security and first aid training requirements and organise delivery of relevant training.
· Develop and maintain relationships with local Police Forces the other Inns of Court, and where necessary other security organisations, meeting on a regular basis to maintain updated information on security threats.
· Manage key supplier and consultant relationships to ensure efficient, and effective delivery.
· Point of contact for site visits by outsourced car parking management company and liaison with the Treasury Office over filming location requirements. 
· Ensure compliance with relevant legislation and licensing requirements
· Keep abreast of technical security developments, propose robust business cases for further investment or change where appropriate, and oversee delivery to time and budget of any agreed projects.
· Manage relevant budget lines to consistently ensure value for money and make best use of the Inn’s finances. 
· Attend weekly Heads of Department meetings (or delegate a deputy to attend) to determine Inner Temple business and operational needs.

Duty Porter 
•   Responsible for management of team members that are on duty.
•   Lock and unlock premises, set and un-set alarms.
•   Oversee responses to emergencies including medical.
•    Have an effective working relationship with Middle Temple to promote best practice procedures and ensure implementation of site wide protocols to maintain robust security.
•    Oversee all CCTV coverage and check functionality of internal alarms for paintings and silver.
•   Respond to all emergencies within the Temple grounds, control access during social and official functions, remain on call on a rotating basis during quiet hours.
•    Responsible for overseeing the distribution of internal mail.
•     Point of contact on rotation during out of hours including weekends for residents and professional tenants for emergency callout and facilities management. 
•     Event and Filming security: – provide security advice and a security presence for ad hoc one-off events.
· Attendance at high profile, legal and promotional events.
· Liaise with local Police Forces and where necessary other security organisations and the other Inns of Court on a regular basis to maintain updated information on security threats.
· Carry out ceremonial duties including attending events in Temple Church.
· Ensure invoices are processed in accordance with relevant financial policies and processes.
· Assistance with the secure return of Silver to the vault after use (if operationally possible).

General
· Maintain discretion and confidentiality at all times 
· Adhere to the Inn’s values at all times.
· Support continuous improvement initiatives by identifying process efficiencies, implementing best practices, developing own and team capabilities, and contributing to ongoing operational excellence
· Act with integrity and in the best interests of the Inn in a safe, compliant, and ethical manner.
· Undertake other such duties that may reasonably be required.








PERSON SPECIFICATION
	
	Essential (E) or Desirable (D)
	Assessment method

	Experience and Knowledge

	Significant experience in a security management role
	E
	Application/ Interview/ Assessment 

	PC skills and Microsoft knowledge 
	E
	Application/Interview/ Assessment 

	 Proven experience of effective budget and supplier management and consistently ensuring value for money
	E	Application/Interview

	 Excellent knowledge of security protocols and procedures 
	E
	Application/Interview

	Significant experience of leading and managing a diverse team (must have recruitment and performance management experience)
	E	Application/Interview

	Change management experience

	E
	Application/Interview

	Experience of resource planning 

	E
	Interview

	Proven experience of using and implementing security technology and equipment (e.g. CCTV and Access control systems)
	
	Application/ Interview

	Experience of emergency response planning 	E
	Interview


	Experience of report writing

	E
	Interview/ Assessment

	Stakeholder management experience

	E
	Application/Interview

	Skills and abilities

	Effective communication skills both written and oral
	E
	Application/ Interview/ Assessment

	Excellent attention to detail
	E
	Interview

	Planning and organising skills
	E
	Interview

	Interpersonal skills – ability to deal with a wide range of people
	E
	Interview

	Ability to multi task 
	E
	Interview

	Strong diplomatic and conflict resolution skills. 	E	Interview
	Ability to remain calm during high pressure situations
	E
	Interview

	Education and training
	
	

	Current SIA Door Supervisor, or Close Protection Licence
	E
	Application/ Licence

	CCTV Licence
	D
	Application

	Emergency First aid at Work, or Higher	E
	Application/ Certificate

	Good standard of general education (GCSE or equivalent)
	E
	Application

	

Other requirements 

	Must be able to undertake foot patrols around perimeter of site, walk up and down stairs and respond quickly to emergencies
	E
	Interview

	Able to demonstrate a commitment to the values and objectives of the Inner Temple
	E
	Interview
	Willing to undertake appropriate training to develop professional/technical knowledge if required
	E
	Interview

	Willing to work occasional unsocial hours 
	E
	Interview

	Date of last update
	01/09/2026





Terms of Employment

Annual salary:  	£43,229

Overtime:		Opportunities available

Location of work:	Inner Temple

Annual leave: 	25 days’ holiday plus Public Holidays 

Working hours: 	This is a full-time role with hours worked on a 3-week shift rotation – must be willing to work unsociable hours including early morning, late nights and weekends. 

Accommodation:	This is a live-in role with an entitlement to onsite accommodation within Inner Temple attached to it.


Employee Benefits:

Private health scheme (Voluntary benefit)

Pension scheme (15% employer contribution)

Lunch provided free of charge daily when Inn’s kitchens are open; a taxed daily luncheon allowance provided when they are closed

Group Life Assurance

Group Income Protection

Employee Assistance Programme

Uniform and shoe allowance

Financial support available to renew the relevant licences required for role.
