Anness A

L-impjieg Security Officer

MINISTERU GHALL-AFFARIJIET BARRANIN U EWROPEJ

Dmirijiet u responsabbiltajiet

Nomenklaturi li jindikaw il-maskil jinkludu wkoll il-femminil.
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Jikkontrolla d-dhul ta’ persuni mhux awtorizzati;

Jiccekkja u jispezzjona impjegati u vizitaturi kif ukoll kwalunkwe basktijiet, bagalji, ec¢ 1i jistghu jkunu
ged igorru;

Jispezzjona vetturi dehlin jew hergin mill-post, meta mehtieg;

Ihaddem taghmir tas-sigurta inkluzi CCTV kameras, magni tal-iskrinjar u taghmir ichor tas-sigurta u
jassigura li qed jahdem kif suppost;

Jaghmel rondi ta’ vigilanza biex jghin li jigi evitat is-serq, it-tbaghbis u vandalizmu f’postijiet pubbliéi;
Jirrapporta meta jigru rregolaritajiet li jikkon¢ernaw is-sigurta;
Ikun responsabbli ghaz-zamma sigura tal-imhazen, ¢wievet u registri tac-Cwievet;

[Zomm rekords necessarji dwar id-dhul u I-hrug mill-post ta’ vetturi, pubbliku in generali, impjegati tal-
Gvern u materjal;

Jaghmel supervizjoni tal-parkegg fi hdan l-art tal-entita;

Iwettaq proc¢eduri ta’ emergenza f’kaz ta’ nar;

Iwettaq spezzjonijiet ta’ haddiema fuq il-lant tax-xoghol;

Jassisti fiz-zamma tal-ordni u dixxiplina in generali;

Jassisti lill-Uffi¢jali tas-Sigurta fit-twettiq ta’ dmirijiethom meta jkun hekk mehtieg;

Jaghmel uzu mis-sistemi tat-Teknologija tal-Informatika li jkunu ged jintuzaw fil-Ministeru ghall-Affarijiet
Barranin u Ewrope;j;

Kwalunkwe kompitu iehor li s-superjur jista’ jiddelega lilu, kif jista’ jkun mehtieg;

Kwalunkwe dmir iehor hekk kif ordnat mis-Segretarju Permanenti Ewlieni.
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Annex A

Job title

Security Officer

MINISTRY FOR FOREIGN AND EUROPEAN AFFAIRS

Duties and responsibilities

Nomenclatures denoting the male gender include also the female gender.
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Safeguards against entry of unauthorized personnel;
Checks and inspects employees and visitors as well as any bags, cases, etc they may be carrying;
Inspects vehicles entering or leaving the premises, when required,

Operates security equipment including CCTV cameras, screening machines and other security
equipment and ensures their proper functioning;

Conducts vigilant patrols to help avoid theft, pilfering and vandalism in public places;
Reports irregularities concerning security when they arise;
Is responsible for the safe-keeping of store-rooms, keys and key registers;

Keeps necessary records in connection with the entry and exit of vehicles, general public, government
employees and material;

Supervises parking within the grounds of the entity;

Carries out emergency procedures in case of fire;

Carries out inspections on employees at site of work;

Assists in the maintenance of order and discipline in general;

Assists the Security Officers in the execution of their duties whenever the occasion so demands;

Makes use of the Information Technology systems which may be in operation within the Ministry for
Foreign and European Affairs;

Undertakes any other tasks, which the superior may delegate to him, as may be required;

Any other duties as directed by the Principal Permanent Secretary.
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