
 

Front of House (Security & Crossings) -  

 
Reports to: Compliance and Lettings Officer   

 
Summary: 

 
The Front of House Security Officer (FOHSO)at King Alfred School covers a wide range of 

tasks including crossing children between the two sites, implementing and acting on 

emergency and safety procedures, car park management, and supporting front-of-house 

services for the School. In addition, the job-holder would offer some administrative support 

to the Compliance and Lettings Officer.  

 

The FOHSO will often be the first point of contact for the School and therefore it is critical 

that they are always professional, diplomatic, and assertive.    

 

About the King Alfred School 

The King Alfred School (KAS) is a progressive co-educational independent school located in 

North London for children aged 4 to 18. King Alfred is divided into two adjoining campuses 

with 650 students in reception, lower school and upper school.  Established in 1898 as a 

reaction to the exam focused Victorian school system, KAS provides a rounded education 

using proven teaching methods in an environment free from unnecessary pressures. KAS 

aims to give its pupils confidence, self-discipline and curiosity so that they leave school able 

to function well in society, with a wide range of knowledge and awareness of social issues.  

The School is owned and run by the King Alfred School Society which also hosts conferences 

and carries out research, contributing to the latest educational thinking. It is governed by 

Council, a body of up to 21 people bringing specialist skills, energy and passion. Today, 

Council and the KAS leadership team have ambitious plans for both the School and the 

Society.   

Key responsibilities: 

 

Security and Emergency: 

 
• Work together with the Estates team to keep out any unauthorised persons and to 

challenge any stranger found on site and especially inside the buildings 

• Act as a presence at the school gate at lunchtimes and pick up times at the end of the 

school day 

• Patrol the site as and when required 

• Liaise with Hampstead Garden Suburb police and contact them in if needed 

• Assist the Critical Incident Management team in emergency situations and cooperate 

with Estates, fire/police agencies and/or senior management 

• Ensure the health and safety of pupils, staff and visitors wherever possible 

• Undertake unlock/lock up training to cover absences and holiday cover  

 

Supervise student crossings between the two sites: 

 
• Co-ordinate with Ivy Wood and Manor house staff to organise safe, efficient and 

effective road crossing services 

• Assist children in crossing the road between Manor Wood and Ivy Wood throughout the 

working day 

• Manage pedestrian access/egress during start and end of day 

 



 

Oversee use of the Manor House drive: 

 
• Ensure safe access and egress of vehicles 

• Arrange visitor and contractor parking 

• Receive and log deliveries 

• Ensure cleanliness and a welcoming environment at Front of House (internally and 

externally) 

 

Front of house and administrative support: 

 
• Welcome visitors and contractors, signing them in and out, ensuring that appropriate 

checks have been carried out. 

• Cover breaks for the Front of House administrator (who in turn covers breaks for FOHSO) 

• Manage the school vehicle booking diary  

• Support the use of the INVENTERY and biometric access system, ordering consumables, 

maintenance and repairs as required 

• Assist the Compliance and Lettings officer with admin support, this incudes booking 

committee meetings, booking in contractors, chasing and making orders, uploading 

and maintaining incident report forms and ensuring all FOH activities are compliant 

 

Person specification 

 
• Experience of working in a front-facing security role, with experience of dealing with 

difficult people, trespassers, the press and other media 

• Experience of building good working relationships with members of staff and contractors 

• Personable and welcoming whilst also being authoritative when required 

• A flexible approach to work and a willingness to work as part of a team 

• Good oral communication skills, including the ability to receive, record and transmit 

messages accurately and quickly 

• Ability to work on own initiative and without direct supervision 

• An understanding of health and safety issues appropriate to the responsibilities of the 

post. A first aid qualification would be desirable but training can be provided 

 

Further details 

 
• This is a permanent, full time position 

• Salary: £23,000 to £25,000 per annum, dependent on experience 

• Holiday entitlement: 26 days of paid annual leave, to be taken during the term holidays, 

in addition to bank holidays 

• Normal hours of work are from 9.30a.m. to 5.30p.m. Some flexibility will be necessary in 

order to carry out the job effectively 

• Whilst not a contractual commitment, it is the school’s custom to provide all staff with 

free lunch during the school term 

 
All members of the King Alfred School community are committed to safeguarding and promoting the welfare of 

children. 

Rehabilitation of Offenders Act 1974 

 

All posts involving direct contact with children are exempt from the Rehabilitation of Offenders Act 1974.  However, 

amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are 

‘protected’.  These are not subject to disclosure to employers and cannot be taken into account.  Guidance and 

criteria on the filtering of these cautions and convictions can be found on the Disclosure and Barring Service 

website or at Unlock. 

 

 


