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Job Description

Job Title: Security Guard
Department: Transport
Reporting To: Transport Manager


1. WORKING HOURS / ROSTER
1.1 Normal working hours are:
· Monday to Friday: 8:00am – 5:00pm
· Saturday: 8:00am – 10:00am
1.2 The Employee may be required to work reasonable overtime, including after-hours, weekends, or public holidays, in accordance with business and operational requirements.

2. KEY RESPONSIBILITIES AND DUTIES
2.1 Site Security & Access Control
· Control access to company premises by verifying employees, visitors, contractors, and suppliers before entry. 
· Register all visitors, contractors, and vehicles entering and leaving the premises. 
· Ensure all visitors comply with company security procedures and are escorted where required. 
· Monitor entry and exit points to prevent unauthorized access. 
· Conduct bag and vehicle inspections where authorized by company policy. 
· Ensure gates, doors, warehouses, offices, and other secured areas remain properly secured. 
· Check employees entering the premises to ensure they are wearing the required company-issued uniforms and Personal Protective Equipment (PPE) as required for their work area. 
· Report employees who fail to comply with uniform and PPE requirements to the Administration & HR Manager or relevant Department Supervisor for follow-up action.
2.2 Patrol & Surveillance
· Conduct regular patrols of company buildings, warehouses, workshops, yards, accommodation, and perimeter fencing. 
· Monitor company premises for suspicious activities, security breaches, hazards, or unsafe conditions. 
· Ensure company property, vehicles, equipment, and inventory are adequately protected. 
· Report any signs of theft, vandalism, trespassing, or damage immediately. 
· Monitor CCTV systems (where applicable) and report irregularities. 
2.3 Incident Reporting
· Record all incidents, accidents, security breaches, and unusual occurrences in the Security Log Book.
· Prepare accurate daily security reports and incident reports. 
· Immediately notify the Administration & HR Manager of security incidents requiring management attention. 
· Assist with investigations relating to theft, property damage, misconduct, or security concerns. 
· Maintain accurate records of after-hours vehicle movements and visitor access. 
2.4 Vehicle & Yard Monitoring
· Monitor company vehicle movements during and after business hours. 
· Verify that all vehicle movements are authorized. 
· Record after-hours vehicle usage and report any unauthorized vehicle movements. 
· Conduct regular inspections of company yards and parking areas. 
· Report damaged property, unsafe conditions, or security risks immediately. 
2.5 Emergency Response
· Respond promptly to emergencies including fire alarms, accidents, medical emergencies, security incidents, and natural disasters. 
· Assist with emergency evacuations in accordance with company procedures. 
· Contact emergency services when required. 
· Protect company personnel and assets until further assistance arrives. 
2.6 Safety & Compliance
· Ensure compliance with company security policies, Workplace Health & Safety procedures, and emergency response plans. 
· Wear the required uniform and Personal Protective Equipment (PPE) at all times. 
· Maintain a professional appearance and conduct while on duty. 
· Ensure security equipment is maintained and operational. 
· Report safety hazards immediately. 

3. MEETINGS
3.1 Attend Transport Toolbox Meetings and any other meetings as reasonably required by the Company.

4. GENERAL
4.1 The Employee must perform all duties in accordance with Hi-Lift Company Ltd policies, procedures, and safety standards.
4.2 The Company reserves the right to vary duties consistent with the Employee’s role, skills, and operational requirements.

5. ACKNOWLEDGEMENT
By signing below, I confirm my acceptance of this Job Description and my commitment to carry out my duties to the best of my ability.


EMPLOYEE DETAILS					FOR AND ON BEHALF OF HI-LIFT COMPANY LTD
[bookmark: _GoBack]Employee Name: 						Name: 					
Position: Security Guard					Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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