
Job Posting 
 

Position Department Reports to FTE FLSA Class 
Campus Safety 

Officer 
Campus Safety Lead Campus 

Safety Officer 
1.0 NonExempt 

(Hourly) 

 
 
Grace College and Seminary welcomes diversity, and makes employment opportunities available to all applicants 
and employees without regard to race, color, pregnancy, age, ancestry, national origin, disability, citizenship status, 
military status, genetic information, or any other legally protected category. 

 

Scope of Responsibilities: 

Assist with providing for the safety and well-being of Grace students, faculty, staff and visitors through 
enforcement of college policies and procedures. Work with and assist student officers to maintain a safe campus 
community through patrol, responding to calls (including emergency and crisis situations), and providing other 
safety-related services in a gracious and conscientious manner. 

 
General Responsibilities:  

1. Assist with investigating or case the investigation of all unlawful acts, complaints and incidents 
occurring on the campus that come to the attention of the campus safety department. 

2. Cooperate with local, county, state, and federal agencies. 
3. Work with all departments and sections of the college to ensure a proper interface of campus safety 

and safety related activities. 
4. Provide customer service with jumpstarts, vehicle lockouts, and safe rides. 
5. Complete all work assignments accurately and within required deadlines in order to maintain 

operational efficiency. 
6. Apply all campus safety and institutional regulations and policies with fairness and impartiality. 
7. Assist with parking violations and ticketing, and parking decals distribution. 
8. Maintain vehicles, uniforms, and equipment per departmental policy. 
9. Assist with providing on the job training for student workers as needed. 
10. Assist in oversight of student workers as requested. 
11. Work primarily 2nd shift, as well as other shifts as needed. 
12. Provide coverage for on-call hours as scheduled. 
13. Work weekends and holidays, as scheduled. 
14. Actively patrol the campus during all shifts, reporting concerns and suspicious activities to the 

supervisor and documenting in the activity log. 
15. Make security checks and complete security assignments established by office procedures, directives 

and special orders. 
16. Assist in emergency care of injured or ill students,employees, guests and visitors as needed. 
17. Attend departmental and institutional meetings as required. 
18. Assist in traffic control and crowd control at concerts, sports events, and other special events on the 

Grace College Campus. 
19. Document and disseminate all incident reports, while obtaining voluntary statements as needed. 
20. Engage customers in a friendly and professional manner. 
21. Respond to fire alarms and assume responsibilities designated for campus fire procedures. 
22. Perform all duties of a Grace College Safety Officer as required. 
23. Maintain confidentiality in all areas of knowledge. 
24. Maintain a high level of confidentiality by safeguarding sensitive information regarding all members of 

the campus community. 
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Other responsibilities:  

1. Assist in weekly and monthly checks and log findings for all Grace College facilities. 
2. Assist in other duties as directed by the Director of Campus Safety or other senior administrator. 

 

Qualifications:  

Minimum:  
1. High school diploma. 
2. Valid driver’s license. 
3. Demonstrated commitment to diversity, confidentiality, and professional ethics that are consistent with 

the institution’s mission. 
4. Demonstrated verbal, written, and interpersonal skills to effectively communicate with a diverse 

constituency at all levels of the institution. 
5. Proficiency with computer applications such as Microsoft Office, Excel, Google, and database systems. 
6. Strong Christian faith in support of the institution’s mission. 

 
Preferred:  

1. B.A. or B.S. in a related field such as criminal justice. 
2. 2-years’ work experience in safety or security or related customer service profession. 
3. B.A. or B.S. in criminal justice, psychology, sociology or a related field 

 
A completed employment application, resume, 2 employment references and a spiritual life reference must 
be submitted in order to be considered for employment. Applications are available in the Human 
Resource Office or can be downloaded at http://www.grace.edu, Employment. Applications are 
submitted by email to employment@grace.edu. 
 

http://www.grace.edu/about/employment/faculty/staff-applications

