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Job Description

Job Title: Security - WHS
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 Workplace Health & Safety Inspections
· Conduct daily inspections of the office, workshop, warehouse, yard, accommodation, and surrounding premises to identify safety hazards and unsafe conditions. 
· Complete routine yard patrols and safety inspections throughout each shift. 
· Inspect walkways, work areas, storage locations, emergency exits, and parking areas to ensure they remain safe and free from hazards. 
· Identify unsafe work practices and immediately report hazards to the Administration & HR Manager or relevant Department Manager. 
· Monitor housekeeping standards and report areas requiring cleaning, maintenance, or repair. 
· Report damaged equipment, broken infrastructure, oil spills, water leaks, unsafe electrical hazards, and other workplace risks. 
2.2 PPE & Uniform Compliance
· Monitor employees entering operational work areas to ensure they are wearing the required company-issued uniforms and Personal Protective Equipment (PPE). 
· Verify that contractors and visitors are wearing appropriate PPE before entering restricted operational areas. 
· Prevent entry into designated work areas where mandatory PPE requirements are not met. 
· Report repeated PPE or uniform non-compliance to the Administration & HR Manager and relevant Department Manager. 
· Monitor compliance with company PPE policies throughout the working day. 
2.3 Visitor & Contractor Safety
· Register visitors and contractors entering the premises. 
· Conduct visitor safety inductions where required. 
· Ensure visitors and contractors comply with company safety requirements before entering operational areas. 
· Issue visitor PPE where applicable. 
· Escort or direct visitors to authorized personnel when required. 
· Maintain visitor access records. 
2.4 Yard & Premises Monitoring
· Conduct routine patrols of company yards, warehouses, workshops, offices, and perimeter areas. 
· Ensure emergency exits, fire extinguishers, spill kits, first aid stations, and emergency assembly areas remain accessible. 
· Monitor traffic movement within company premises and report unsafe driving or pedestrian behavior. 
· Check that hazardous materials and dangerous goods are stored safely and handled in accordance with company procedures. 
· Monitor security and safety of company property during working and non-working hours. 
2.5 Incident Reporting
· Record hazards, near misses, unsafe conditions, accidents, and incidents in the WHS Inspection Register. 
· Prepare daily WHS inspection reports. 
· Immediately notify Management of serious hazards requiring urgent corrective action. 
· Assist with incident investigations when requested. 
· Monitor corrective actions and report outstanding safety issues. 
2.6 Emergency Response
· Respond appropriately to workplace emergencies including fire alarms, medical emergencies, security incidents, and environmental hazards. 
· Assist with emergency evacuations. 
· Ensure emergency access routes remain unobstructed. 
· Contact emergency services when required. 
· Assist emergency responders upon arrival. 
2.7 Safety Awareness
· Promote safe work practices throughout the workplace. 
· Encourage employees to report hazards and unsafe conditions. 
· Support Management during workplace safety campaigns, toolbox meetings, and safety audits. 
· Assist with WHS inspections conducted by external authorities or auditors. 
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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
Employee Name: 						Name: 					
Position: Security - WHS					Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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