UNIS

UNIS HANOI - POSITION DESCRIPTION

Division: Operations

Bé6 phan: Véan hanh

Position: Safety and Security Staff

Vij tri: Nhén vién An toan va An ninh

Reports to: Safety and Security Manager

Bao cao cho: Trwrdng phong An toan va An ninh

Working Hours: 40 hours per week, Mon-Sun in shifts

Gio’ lam viéc: 40 gior méi tuén, tee thir Hai dén Cha Nhét theo ca

A School Safety and Security Staff is responsible for maintaining a safe and secure environment
within the school premises. This includes implementing security measures, responding to
emergencies, incidents, and collaborating with school’s staff, students, faculty, parents... and
law enforcement agencies to ensure the well-being of everyone on the campus.

Nhén vién An toan va An ninh Truong hoc chiju trach nhiém duy tri méi trirdng an toan trong
khuén vién nha trrong. Nhiém vu nay bao gém thurc thi cac bién phép an ninh, (g phé véi cac
trvong hop khén cép, sw cb va phbi hop véi nhén vién, hoc vién, gido vién, phu huynh cia
triong... va cac co quan thuc thi phép luat dé ddm bao an toan cho moi ngudi trong khuén vién
trurong.

Contribute to the effectiveness of the school operations by ensuring the smooth implementation
of safety and security processes aligned with the school’s principles and objectives.

DPong gop vao hiéu qué hoat déng cua nha truong bang viéc dam béo thuc hién nghiém chinh
céc quy trinh an ninh va an toan tuén theo cac nguyén tic va muc tiéu cla nha truong.

e Ensure the safety of all individuals on campus

Dam bao an toan cho tat cd moi ngudi trong khuén vién truong
e Maintain security on the school premises and grounds

Duy tri an ninh trong sén va khudn vién truong

e |dentify and report any suspicious activities or individuals, incidents, or accidents to the
manager

Xéc dinh va béo céo bét ky sw bat thuong/sw cd/tai nan nao cho cép trén



Control traffic

Kiém soét giao thong

Monitor visitors, contractors, vendors, and workers

Giam séat khach/nha thau/nha cung cép/céng nhan

Respond to emergencies affecting the safety and security of the premises

Ung phé véi céc truong hop khén cdp dnh huéng dén sw an toan va an ninh cua truong

Manage all safety and security systems, including fire alarms, firefighting equipment,
intrusion alarms, access control, CCTV ...etc

Quan ly tat ca cac hé théng an toan/an ninh; bao gém béo chay, chita chay, bao déng
xam nhép, kiém soat ra vao, camera quan sat, vv...

Supervise the third-party security personnel

Giam sat nhan vién an ninh bén thu ba

Conduct training sessions for security guards on safety and security protocols
Pao tao nhén vién bdo vé vé céc quy dinh an toan va an ninh

Assist in enforcing UNIS Hanoi procedures and regulations

Hé tror thure thi céc quy trinh va quy dinh cua UNIS Ha Noi

Ensure the proper functioning of security equipment

Pam bdo hoat déng binh thuong cua thiét bi an ninh

Report any issues with equipment and assist in coordinating repair or replacements
B&o cdo cac van dé vé thiét bj va phbi hop stra chira hodc thay thé

Perform other duties and responsibilities as assigned by the direct manager

Thuc thi tat ca cac nhiém vu va tréch nhiém khéc theo sw phan cong ctia nguoi quén ly
true tiép

Education/qualification/Trinh dé hoc van:

High School Graduation
Tét nghiép Trung hoc phé théng

Experience/Kinh nghiém:

Prior experience in security, law enforcement, or a similar role, preferably in large
multicultural

organizations, is an advantage

Co6 kinh nghiém lam viéc trong linh viee an ninh, thuec thi phap luét, hoac vj tri tuvong
duong, déc biét trong céc té chirc da van héa I6n 1a mét loi thé



Technical knowledge/Kién thirc chuyén mén:

Good discipline and attitude

Théi dé va ky luét tot

English communication sKkills

C6 ky nédng giao tiép tiéng Anh

Strong communication and interpersonal skills

Ky ndng tuong tac va giao tiép tét

Knowledge of emergency response procedures and protocols
C6 kién thirc vé céc quy trinh tng phé véi truong hop khan cép
Ability to follow instructions and standards strictly

Kha nédng tuan thu nghiém ngét cac tiéu chuan va huéng dan
Customer service and result orientation

Chu trong két qua céng viéc va dich vu khach hang.
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