

JOB DESCRIPTION
	Program
	Child Health Program, Central Region, Malawi

	Job Title
	Security Guard

	Reports To
	Security Department Head

	Location
	Office

	Subordinates
	N/A

	Responsibilities
	· Protect the office and program property from theft.
· Protect employees and any other people at the office from security threats.
· Notify the police and Program Manager if there is a security threat.
· Open and close the gate.
· Lock and unlock gates and windows using keys provided by the Program Manager or Stores Clerk.
· [bookmark: _GoBack]Complete the Daily Security Form and Visitors Book.
· Ensure visitors wait outside the office until met by an employee.
· Keep the guard room clean and in good condition.
· Gardening, cleaning and maintenance tasks as assigned.
· Collect and burn rubbish.
· Follow all procedures in the Procedure Manual.
· Any other tasks requested by the line manager.
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