
Job Description 
 

Title: Part Time Security Officer     
Division: Building and Security  
 
 

Reports to: Guest Services Manager     Effective date: Rolling 
     
 
Position Summary: 
The security officer is responsible for maintaining the security of the Museum and its collection and for 
the safety of the staff and visitors. The security officer must maintain a high level of professionalism and 
customer service at all times. 
 
Duties include: 

 Perform regular rounds of the building checking the security of the Museum and its art objects 
and the safety of the building.  Use the security equipment to check in at all assigned 
checkpoints. Report all safety and security issues to the supervisor on duty. 
 

 Maintain a presence at the visitor service area to be of assistance to the visitor center 
personnel, to accept deliveries, and to answer questions and maintain the highest level of 
customer service. 

 

 Verify that all contractor and volunteers have signed in and are wearing their designated 
badges. 

 

 Ensure that the lobby are remains neat in appearance. 
 

 Have a thorough understanding of all emergency procedures. 
 

 Complete incident reports for the Chief of Security’s review in cases of loss or personal injury. 
 

 Use the proper codes and professional communication when using the security radio system.  
 

 From time to time, be available to provide security for special events at night and during 
unscheduled periods and perform other tasks as required. 

  
Qualifications:   

 High School Diploma 

 Previous work experience 

 Must pass CORI check 

 Certified in CPR and First aid preferred 

 Customer Service Orientated 

 Ability to be on feet for 8 hour shift 
 
Equipment, Skills and Other Requirements: 

 Candidate must have their own reliable transportation to work 
 
To Apply: Candidates should submit a letter of interest plus resume via email with Subject: Security 
Officer to jprovost@berkshiremuseum.org. The position is open until filled and the Museum is proud to 
be an equal opportunity employer. 

 


