Security Service in Khartoum
Scope of work, number & locations
1. PRIMARY FUNCTION:

1. Responsible for the day to day security of the CRS office & guesthouse.

2. Maintain strict control of the movement into the office & guesthouse. 
3. Record details of all visitors into the office & guesthouse. Make sure security regulations are followed regarding identification of visitors.
4. Patrolling the guesthouse during night shifts and at weekends and records patrolling hours.

5. Monitor and record movement of assets and materials in-out of his location.

6. Perform frequent checks on the generator to ensure that it always has fuel & oil. This must be done daily as well as every time the generator is started up.
7. Security guard shall respond to all requests for emergency assistance regardless of the nature of the emergency.

8. Contact police and/or other emergency' response department/personnel as required in the event of' an emergency.

9. Inform Admin assistant when fuel is running low so that an inventory of fuel and oil can always be kept on hand.

10. Switch on the generator whenever requested by the Admin assistant or his assigned designate.

11. Ensure that there is always enough water in the hand washing containers. Refill whenever necessary.

12. Ensure the drinking water containers are always adequately filled by checking regularly.

13. Check the water jugs in the latrines several times a day and refill them when necessary.

14. Make sure on Thursday that there is enough water in the reserve containers to last until they can be refilled on Saturday.

15. Water the plants on the compound as per instructions from the Supervisor.
16. All other related duties as required.
2. RULES AND REGULATIONS:

· CRS forbids any smoking, drinking and substance abuse by service provider staff during working hours. 

· The guard is expected to treat all staffs and visitors with respect. 
· Guard rooster to be prepared and shared with CRS on Monthly -by-weekly basis
· Under no circumstances shall the guard entertain personal visitors within the compound. (EXCEPT AS APPROVED BY IMMEDIATE CRS STAFF)

· Security Guards shall always wear uniforms and must clearly identify the name of the security company and the name of the individual security guard. 
· Service provider shall ensure that continuous coverage is maintained during shift changes. Under no circumstances, will there be a total absence of security service personnel during working hours.
· Provision of full supervision and monitoring the performance of the security guards.

· CRS may request from services provider immediate dismissal of the guard as result from the following:

1. Drinking alcoholic beverages, being in a drunken state, showing charac​teristics of drugs or other substance abuse.
2. Theft of any equipment, commodity or item that belongs to CRS.
3. Gross negligence of allocated tasks.
4. Failure to comply with any of the above-mentioned regulations.
Equipment
1. Flashlight (Torches).

2. Cell phone with full subscription for communication between security guards and supervisors.
3. Rubber stick (none-electric).

4. Raincoats.

5. Winter coats.

6. Whistles.
Numbers of the Guards by Location in khartoum
	S/N
	Location
	Numbers of guards required

	1
	Khartoum Main office. 
	6

	2
	Guesthouse
	5

	Total Number of the guards in Khartoum
	12


