

JOB DESCRIPTION
	Program
	Child Health Program, Central Region, Malawi

	Job Title
	Security Department Head

	Reports To
	[bookmark: _GoBack]Office Manager

	Location
	Office

	Subordinates
	Security Guards

	Responsibilities
	· Supervise the activities of the security guards to ensure they are following the Procedure Manual and implementing their responsibilities.
· Prepare a weekly schedule for the security guards to ensure the office is secure at all times.
· Identify extra days worked by security guards each month.
· Ensure all the Daily Security Form and Visitors Book are updated by the security department and submitted monthly.
· Assign additional tasks to security guards, such as gardening, cleaning and maintenance to ensure the office grounds are well kept.
· Work as a security guard when on duty as per the security department schedule.
· Follow all procedures in the Procedure Manual.
· Any other tasks requested by the line manager.
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