PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION | POSITION NUMBER:
C e e ———— e s i PSS 001 e e e
' DEPARTMENT: ' DESIGNATION/CLASSIFICATION:
_Parliamentary Service Parliament Chief of Security, NP13
"DIVISION; " LOCAL DESIGNATION:
| Parliamentary Corporate & Support Service | Chief of Security =
' BRANCH: REPORTING TO:
- Parliament Security Services . Executive Director Corporate and Support Service
' LOCATION: " INCUMBENT
_Parliament House, Waigani, NCD |
1
HISTORY OF POSITION 1S { "
NP FILE NO. _DATE OF VARIATION | DETAILS L
ORG:1-14 Reno, Redes, Re-class, Revised Duties
ORG:2-18 . 24/09/18 _ Re-class /Revised Duties
2. PURPOSE:

Responsible for the coordination, implementation and management of the Parliamentary Security
systems to achieve high quality security service for the Members of Parliament, Staff. visitors,

foreign Guest and others. Deliver efficient and effective services in the areas of security
management.
3. DIMENSION:
Budget: NA
Staff: Direct subordinates: 2X Deputy Chief of Security. Other Staff: 72 Staff

Others:

Ensure the Security Division functions efficiently and effectively.

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

1]

Orive the development of strategies to implement and assess the achievement of
Divisional  pricrities by providing strategic leadership and continuous improvement
Achieve Divisional pricrities by mobilizing and managing resources, prometing and
encouraging team work through modelling good practice.
Develop and monitor the implementation of annual Divisional strategic and operational
plan and report on achievement of performance targets.
Ensure development ot Parliamentary Service policies, research and data analysis to
meet the changing needs of the Service systems and providing relevant information and
date for better management decision to improving the Parliamentary Service system
Hoid regular Divisional meetings tc develop and implement strategies to address
preblems affecting efficient implementation of Divisional activities and communicating
relevant infformation from the management team.
Ensure relevant policies and procedures covering Divisional responsibilities are
developed to assist the Division in achieving its functional responsibilities.
Responsible for Divisional budget by taking responsibility for budget preparation.
monitoring and reporting on the expenditure of Divisional funds
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¢ Mentor, coach and encourage section or branch heads and staff to achieve excellence in
their work area.

» Discipline officers by taking personal responsibility in inihiating and charging officers who
may have committed a disciplinary offence

s Provide constructive feedback on work performance, both formally and informally to staft
based on agreed tasks and performance indicators identified with the staff member.

5. NATURE AND SCOPE:

5.1

5.2

53

Reporting Reiationship
This position reports directly to the Secretary Parliamentary Service white the two deputies
report to the Chief of Security.

The Chief of Security reports directly to the Executive Director Corporate and Support
Services and the Clerk of Parliament.

Executive Director
Corporate and
Support Services
P P P
i / AT
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Internai: / /

e Provide regular advice to the Secretary Parliamentary Services.

s Liaise directly with sectional heads and superviscrs on areas reguiring co-ordination within
the division.

e Liaise with Secretary Parliamentary Services on matters of interest and importance
referred by Parliament to the security Division for investigation.

+ Member of the Clerk’s management team.

External:
e Liaise with Police Department and other security organizations on matters related to
security matters,

54 Work Environment

This position is a senior management position and is responsible for defining strategic plan or
vision and developing strategies to achieve the pian. Development of divisional strategic plan
and implementation of strategies to achieve the plan is vital to support the Parliamentary
Services.

The incumbent is required to facilitate the development and implementation of policies,
procedures and processes to improve service delivery. It is vital that the incumbent must be
strategic in terms of ensuring continuous improvements to activities and programs to meet the
Parliamentary Service Corporate Plan and keeping abreast with changing needs of the
Parliament systems.

As a senior manager, it is important to encourage. mentor and support staff to achieve
performance excellence. From time to time the incumbent is required to travel within and
outside of PNG on official business. Promoting and maintaining strong communication links
and liaison with other appropriate departments and stakeholders that are vital to ensure
efficient servire delivery
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55 Constraints Framework and Boundaries

5.6

Rules/Procedures etc:

+ Detivery of services must be constant with PFMA. PSGO, Parliamentary Service Act.
« National Training Council Act, relevant statutory provisions and Government policies.
+ Funds must be used consistent with the requirements of the PFMA.

Recommendations:
+ Make recommendations to the administration on financial and operational matters

Challenges

. Provide accurate information to Members of Parliament and Staff.
. Serve with dignity and fairness.

. Meet deadlines for security investigations etc.

. Provide reports/advice to the on all security matiers/concerns

8 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

6.4

Qualification
« Degree in Public Policy Management or a Degree in a related discipline. A Masters is

desirable.

. N B
Experience eV e
At least 5 - 10 years of experience at managerial level f} N ST

Knowledge

Must have a thorough knowledge of:
e Understand Security work processes with the common aws of the country
» Understanding of Parliamentary practice and procedure and of a legislature
s Constitution of PNG. Public Finance {(Management) Act. Public Service
{Management) Act and the Parliamentary Service Act

Skiils
» Good management and leadership skills
« Command good communication and written skills
» Investigative skilis
» Have strong interpersonal and negotiation skills
o Computer lterate

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn dectaration by virtue of the Qaths, Affirmation and Statutory Deciaration Act
162, conscientious believing the statement contain therein to be true in every particular

30

Signature - - -'--_Signature
Employer {(or its delegate) Employee
Date - Date
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| Parliament House, Waigani, NCD

PARLIAMENTARY SERVICE
JOB DESCRIPTION

HISTORY OF POSITION _

1. IDENTIFICATION: - POSITION NUMSER:
o _ - PSS-002
'DEPARTMENT: ST T DESIGNATION/CLASSIFICATION:
| Parliamentary Service | Administrative Assistant (NP0O7)
BRANCH: LOCAL DESIGNATION:
Parliament Legal Service Administrative Assistant to Chief of Security
'DIVISION: | REPGORTING TO:
Parliament Legal Service | Chief of Security o
"LOCATION: | INCUMBENT:

NP FILE NO. | DATE OF VARIATION | DETAILS

"ORG. 1-14_ | 30/10/14 heno Redes, Reclass, Revised Duties
"ORG: 2-18 24/09/18 " Abolished/Created L
2.  PURPOSE:

Providing efficient front desk service, clerical, other office procedures and administrative duties under

strict directions

DIMENSION: s
Budget: Not applicable / sl
Staft: Not applicable O

Others:  Naot applicable

PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

Responsible for dealing with alt correspondence and telephone calls

Responsible for screening of incoming telephone calls, visitors and other requests
Maintain an organized diary system for all official appointments

Responsible for preparing and organizing meetings and taking dictation and minutes
Assist in organizing events and conferences

Implementing and maintaining procedures and administrative systems
Liaising with staff. suppliers and clients. collating and filing expenses
Any other duties as required

NATURE AND SCOPE:

5.1 Reporting Relationship
The incumbent reports directly to the Chief of Security

- Chief of Security (NP14)
Administrative
Assustant (Np7) Other Staft

-

Responsible for typing, compiling and preparing reports, presentations and correspondence
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52 Internal:

«  Work with the institutional Officers to ensure smooth operation of the office of the Chief of
Security and other Directors in the absence of their executive assistances

» Report to the Chief of Security on the tasks accomplished and progresses made-to-date of
tasks relating to the duties of the Executive Assistant.

5.3 External:

« Liaise with outside service providers such as hotels, rental car agents for duty travels of the
Chief of Security.

« Liaise constantly with others on issues relating to effecting quality service delvery and
gather and collate information for action

54 Work Environment:
This is a secretarial position and the incumbent is required to facilitate proper cffice or
administrative procedures at the front desk and must possess high guality of professionalism
and conduct

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
¢ Understand basic office rules, relevant statutory provisions and Government policies
+ Understand Parliamentary Service Act, Standing Orders and the Constitution
Decisions:
» Not applicable
Recommendations:

« Not applicable ;;\;’,;» .
5.6 Challenges / “ios {e

« Delivery of high standard front desk service
¢ Meet deadiines expected from immediate supervisor

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
s Certificate or Diploma in Secretarial Studies or other relevant job experience in office
management is highly desirable

6.2 Experience
e 31to 5 years secretarial experience in other organizations

6.3 Knowledge
« Excellent understanding of office procedures and secretarial duties
» Extensive knowledge of the roles and responsibilities of the Director

6.4 Skills

Verbal and written communication skills
» Excelient reasoning skills
« Exceptional negotiation and representational skills
« Computer literate in Microsoft applications

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE

I make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular

Signature o S Signature
Employer {or its delegate) Empioyee

Date - Date
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION | POSITION NUMBER:
L B R __PSS 003 S S
DEPARTMENT:  DESIGNATION/CLASSIFICATION:

_Parliamentary Service e . Deputy Chief Security Officer, NP10

- DIVISION: " LOCAL DESIGNATION:

: Parliamentary Corporate & Support Service  Deputy Chief of Security S

" BRANCH: - REPORTING TO:

_Parliament Security Services . Chief of Security e
LOCATION: INCUMBENT: " /
Parliament House, Waigani, NCD B L //ﬁf‘ y

HISTORY OF POSITION NN
NP FILENO.  DATE OF VARIATION | DETAILS N
 ORG:1-14 30;‘10{14 4 ‘"Reno Redes, Re-class. Revised Duties __
ORG 2- 18 _ __}___2_4@{1@__ S Re_r_‘_ng& c!ass /3D Revised
2. PURPOSE:

To provide day to day management of the security operations and security requirements of the
National Parliament and achievement of the highest possible standards of security by controliing,
directing, rostering and monitoring security personnel in the daily execution of security control
measures in compliance with all security and safety requirements of the National Pariament, the
Pariiamentary Services Act and other rules and regulations that governs the conduct and operations
of the National Parliament.

3. DIMENSION:
Budget: NA
Staff: Direct subordinates: 8X Security Shift Supervisors, 8X Assistant Security Shift

Supervisors and Other Security Officers.

Others: Ensure the Security Division functions efficiently and effectively.

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

Plan lead. control and coordinate the day to day security operations of the National Parliament.
Hold regular Middle Management meetings to develop and implement strategies to address
oroblems affecting efficient implementation of operational activities and communicating relevant
information from the management team down to Shift Supervisors and Assistant Shift
Supervisors.

Mentor. coach and encourage Shift Supervisors, Assistant Shift Supervisors and staff to achieve
excellence in their work area.

Implement new procedures and practices to ensure cost effective achievement of Securty
Division operational goals and objectives.

Constantly review the standard of service and manning provided by Shift Supervisers, Assistant
Shift Supervisors and Security Officers.

Provided advice to National Parliament Management on Security Matters as and when required

Evaluate and monitor technical equipment, including electronic and computer-based equipment,
il fem bl Kl AF :-nm.nh; Encura tha n*Ffar\humnc::c nf nvmhng nnulnmpr‘!f anad rpr‘nmmpnd nr

usC G Il Glea Oy L

the suitability of new equipment including communications equipment for security usage.
Constantfy review National Parliament's physical security and provide advice on shortcomings

oy
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+ Ensure security control measures related to access control, security of the Parliament Building
and Precincts. rostering or posting of security officers, movement of security cperations vehicles
and the security of ali Parliamentarians are consistently implementea effectively.

» Discipline officers by taking personal responsibility in initiating and charging officers who may
have committed a disciplinary offence.

» Provide constructive feedback on work performance, both formally and informally to staff based
on agreed tasks and performance indicators identified with the staff member.

» Be involved in the annual preparation of divisional budget submissions.

e Other duties as directed by Chief of Security.

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports directly to the Chief of Security

') Chief of |

Securi RV PP

i ty [ -~ { o
N PR DTV

Deputy Chief Other | :

of Security 1 Security staffl

5.2 Internal:
¢ Provide daily briefs to the Chief of Secunty.
« Liaise directly with Shift Supervisors and Assistant Shift Supervisors on areas requiring
co-ordination within the divisian.
¢ Liaise with Chief of Security on matters of interest and importance referred by Parliament
to the Chief of Security by the Management.
e Member of the Chief of Security’s Middle Management Team.

5.3 External:
« Liaise with Police Department and other security arganizations on secunty matters when
and if directed by Chief of Security.

5.4 Work Environment
This position is a management position and is responsible for all security operation on a daity
basis. The incumbent is required to have extensive knowledge and famifiarity with operational
aspects of securily related to the implementation of security control measures and the
administration of a Security Depariment or Division. As a manager, it i1s important to
encourage, mentor and support staff to achieve performance excellence.

Constraints Framework and Boundaries
Rules/Procedures etc:

» Delivery of services must be constant with PFMA, PSGO. Parliamentary Service
Act. National Training Council Act. relevant statutory provisions and Government
pelicies.

¢ Funds must be used consistent with the reguirements of the PFMA.

o All directives issued by or instruction given by Chief of Security must be complied
to.

» Rostering for duty will come from Chief of Security as per Operational
requirements.

Recommendations:
« Adjust to make changes to the Government and Service policies.
s Staff movements
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55 Chalienges

« Managing employees is a challenge because employees have different skills,
knowledge. experiences and sets of motivation. As a result, the major chailenge is to
effectively coach and motivate employees into an integrated team to achieve
Divisional goals and objectives.

» Funding shortfali in budgetary allocations presents a challenge in achieving Divisionai
functional responsibilities. A major challenge for this position is to implement
strategies to achieve Divisional outcomes within imited funding and time.

e Adequate office equipment and supplies are vital for officers to use to achieve
Divisional objectives. Therefore, the challenge is to ensure the employees have
adequate office equipment and materials to carry out their responsibilities.

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 Qualification
+ Degree in Public Policy Management or equivalent tertiary qualfication. Post Graduate
quatification in relevant field is highly desirable.

6.2 Experience .}&wf ;

At least 5 - 10 years of experience at managerial level . e
y P I ;.ff r}_g-s;:os '.\";' { :7
6.3 Knowledge d
Understanding of the government machinery.
« Knowledge of the Parliamentary Service Act, security operations and other related
legisiative provisions.

e Understanding of the Parliamentary Services Corporate Plan 2015 - 2017 and
Government directions in respect to the Pariiament.
Knowledge of principles and practices of good management and leadership.

6.4 Skilis
s Skills in successful management of organizational pregrams and cultural change.

s« Skills in team work and team management.
« Good negotiation and representational skilis.
e Must be Computer Literate in Microsoft applications

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths. Affirmation and Statutory Declaration Act
1062 conscientious believing the statement contain therein to be true in every particular.

Si_gn'éture I ' ' Signature
Employer (or its delegate} Employee
osis o Date
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION "POSITION NUMBER:
o _ 6. Psso004 e
| DEPARTMENT. " DESIGNATION/CLASSIFICATION: .
| Parliamentary Service _iD Access Controller, NPOS
' DIVISION: . LOCAL DESIGNATION.
| Parliamentary Corporate & Support Service 1D Access Controiler )
; BRANCH: . REPORTING TO:
_Parliament Security Services ._______._._{Ch'ef_._ﬂ_@gy_['_ty . S
Lt OCATION: L INCUMBENT: .
_ Parliament House, Waigani, NCD l DA
A0 15
HISTORY OF POSITION ; FE
"NPFILENO. - DATE OF VARIATION | DETAILS -
ORG 1-14 - ;301014 _8@_@_9__ Redes, Re class, Remsed Duties -
'_ORG 2-18  24/09/18 Re-class/Revised Duties T
2. PURPOSE:

To effectively and efficiently perform all identification card production, management, database creation
and other secretarial, administrative and divisional computer support duties in the Security Division for
the Naticna!l Parliament.

3. DIMENSION:
Budget: NA
Staff: NA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES {MAJOR DUTIES}

« Ensure that all Identification Cards are produced as per approval from Parhamentarians.
Divisional eHeads and Departmental Heads for their staff.

« Ensure all requested correspondences. minutes and other such reports are effectively and

s efficiently prepared.

+ Maintain an effective and operative soft copy id card filing system.

o Collect quotation on supplies or other items needed for the division.

s Compile all invoices and submit to Chief of Security for endorsement.

« Order stationary, supplies. uniforms/equipment and meals and keep current records of the
same.

e Attend to daily office management tasks and general enquiries

e Other duties as directed by Chief of Security.

5. NATHRE AND SCOPE:
5.1 Reporting Relationship
This position reports directly to the Chief of Security while the Shift Supervisors and Assistant
Shift Supervisors report to the Deputy Chief of Security - Operations.

i PA joby Descriptuon Foroi & M2



5.2

5.3

The Investigator, the Training Officer, the Compiiance & Safety Officer and the I1d Access Card
Controller all report directly to the Chief of Securtty.

— 7
Chief of E
Security |
| 1D Access W . Other | Y o
| Controller £ iSecurity staff! e C
| S S N e P // LS
My ,‘/! P

Internat: C T

e Provide weekly briefs to the Chief of Security.

« Hand over all monies made from Id Card Production to Chief of Security on a weekly
basis.

« Liaise with Chief of Security on areas requiring assistance for the division.

e Collect Minutes of Chief of Security’'s Middle Management Team and prepare and
distribute when Administrative Assistant is not around.

External:

» Liaise with stationary and consumable suppliers for supply of these office items for id
Card Production and secretariai and administrative duties with approval from Chief of
Security.

5.4 Work Environment

This position is responsible for creating. filing, producing and issuing of all Id Cards to
Parliamentarians and their staff, National Parliament Staff and others who use the National
Parliament Building and Precincts and also attending to secretarial and administrative duties
on a daily basis.

The incumbent is reguired to have extensive knowledge and familiarity with the Id production
equipment and secretarial and administrative processes and procedures of a diverse
organisation and must be adequately trained and skilled in secretarial and administrative
duties in the office.

5.5 Constraints Framework and Boundaries

56

Rules/Procedures etc:
Delivery of services must be consistent with PFMA. PSGO. Parfiamentary Service Act
National Training Council Act. relevant statutory provisions and Government policies.
Funds must be used consistent with the requirements of the PFMA.
All directives issued by or instruction given by Chief of Security must be complied to.
Rostering for duty will come from Chief of Security as per administrative requirements.

Recommendations:
Development of administrative policies and procedures.
Adjust to make changes to the Government and Service policies.

Challenges

Funding shortfall in budgetary allocations presents a challenge in achieving Divisional
functional responsihilities A maijor challenge for this position is to implement strategies 1o
achieve Divisional outcomes within limited funding and time.

P fob Gesciption PormO& M2



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

6.4

Qualification
s+ Must have Grade 12 Certificate and Diploma in Computer Studies or Office
Management/Administration. A higher qualification in relevant field is highly desirable.
Experience
At least 3 - 5 years of experience in a similar field

Knowledge
Must have a thorgugh knowledge of:
»  Understanding of the government machinery.
« Knowledge of the Parliamentary Service Act and other related legisiative provisions.
e Understanding of the processes, procedures and legisiation with regards to
administrative practices in respect to the National Parliament.
« Knowledge of principles and practices of good management and workmanship.

Skills
Must possess excellent knowtedge of identification card production ang computer related
support duties with excellent typing and computer skills.
This position requires good communication and satisfactory secretarial competency and/or
experience including a famitiarity with operating policies and procedures retated to the
Naticnal Partiament.
Skills in team work and team management.
Must be Computer Literate in Microsoft applications.

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

3

- -Sig'nature SiQHéiﬁré
Employer {or its delegaie) Employee
Date Date

. ]
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PARLIAMENTARY SERVICE

1. IDENTIFICATION

DEPARTMENT:
' Partiamentary Service

JOB DESCRIPTION

POSITION NUMBER:
. PSS 005

| DESIGNATION/CLASSIFICATION:

Training Officer — Security, NP08

DIVISION:

-ﬂr_!_!ame_ntary Corporate & Support Service

“BRANCH:
Parliament Security Services

LOCATION:
_Parliament House, Waigani, NCD

LOCAL DESIGNATION:
| Training Officer

REPORTING TO:
| Chief Security Officer
INCUMBENT:

HISTORY OF POSITION

[ DETAILS

"NPFILENO. | DATE OF VARIATION

'ORG.1-14 3010114

ORG!2-18 _ 24/09/18 .
2. PURPOSE:

| Revised Duﬂes

Reno, Rédes Re-class, Rewsed Duues_t_ _

To facilitate the growth of security culture by implementing suitable training programs ensure
compliance with the National Partiament security requirements and regulatory reguirements governing
the conduct of the Security division by conducting regular audits and evaluation of the National
Parliament procedures and processes related to security and safety.

3. DIMENSION:
Budget: NA
Staft: NA
Others:

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

National Parliament.

requirements.

components of an information system and for the purpose of audits.

international standards.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

HS

Conduct recurrent security-related training for all operational areas,
Conduct training on the proper implementation of new security procedures and practices.
Conduct regular security induction training for casuals and new employees.

Other duties as directed by Chief of Security.

[ob Description

Ensure afl trainings are conducted professionally, efficiently and effectively.

Assist in designing a security training program to suit all operational areas within the
Research and design training packages to suit regulatory and operational training
Maintain a ftraining register to ensure that all training records are retained as vital

Ensure the new security programme maintains currency and relevance to regional and

Formar & M/




5.2

5.3

This position reports directly to the Chief of Security while the Shift Supervisors and Assistant
Shift Supervisars report to the Deputy Chief of Security - Operations.

The Investigator the Training Officer. the Compliance & Safety Officer and the Id Access Card
Controller all report directly to the Chief of Security.

[ Chief of
Security

L= R
. ! \ -~ o
......... O y ,g:;-*-:j” . _
Training . Other / PV IV N
Officer ‘Security staff: T

Internal:

» Provide weekly briefs to the Chief of Security.

» Liaise with Deputy Chief of Security, the Investigator, the Compliance & safety Officer,
Shift Supervisors and Assistant Shift Supervisors on areas requiring co-ordination within
the division.

e Liaise with Chief of Security on matters of interest and importance with regards to training
referred by National Parliament management to the Chief of Security.

» Member of the Chief of Security's Middle Management Team.

External:

» Liaise with the National Training Council (NTC} and other security and safety training
organizations on training matters with the approvat of Chief of Security.

54 Work Environment

This position is a senior position and is respansible for all staff training matters on a daily
basis. The incumbent is required to have extensive knowledge and familiarity with training of
staff and mentoring of staff in a Security Department or Division

5.5 Constraints Framework and Boundaries

5.6

Rules/Procedures etc:

» Delivery of services must be constant with PFMA, PSGO, Parliamentary Service
Act,

+ National Training Council Act, relevant statutory provisions and Government
policies.

¢ Funds must be used consistent with the requirements of the PFMA.

« All directives issued by or instruction given by Chief of Security must be compiied
to.

» Rostering for duty will come from Chief of Security as per Operational and
Administrative requirements.

Recommendations:
Adjust te make changes to the training needs of the Service
Challenges
New positicn and the incumbent will start from scratches and set up this section.
Funding shortfall in budgetary allocations presents a challenge in achieving Divisional
functional responsibilities. A major challenge for this position s to implement strategies to
achieve Divisional outcomes within limited funding and time.

Ps inty Deseription Forn G & b2



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

6.4

Qualification

¢ Must have Grade 12 Certificate with Diploma in Education (Teaching/Training) or relevant
tertiary qualification. A Degree qualification in relevant field is highly desirable.

e Must have Training of Trainers {TOT) Ceriificate from a recogmised institute.

« Must have undergone certified trainings in conducting training for organisations

Experience
At least 3 - 5 years of experience in a training environment

Knowledge
» Excellent understanding of the government machinery.
e Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions,
s Understanding of the processes, procedures and legistation with regards to
investigations in respect to the National Parliament.
s« Knowledge of principles and practices of good management and leadership.

Skitis
Must possess well developed analytical skills and operational experience in the public sector.
Exceflent skills in fraining and mentoring
Skills in team work and team management
Goaod negotiation and representational skills
Must be Computer Literate in Microsoft applications

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962 conscientious believing the statement contain therein to be true in every particutar.

31

Signature Signature
Employer {or its delegate) Employee
oae o . ate’
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PARLIAMENTARY SERVICE ] ;o

JOB DESCRIPTION ; 75\,’#?0?

Ly ) H
1. IDENTIFICATION | POSITION NUMBER: A
o L . . Pssoos
DEPARTMENT: DESIGNATION/CLASSIFICATION:
_Parliamentary Service ... ... Compliance and Safety Officer, NPO8 |
" DIVISION: LOCAL DESIGNATION:
“ Parliamentary Corporate & Support Service | Compliance and Safety Officer ) )
- BRANCH: REPORTING TO:
_Parliament Security Services _ | Chief Security Officer
. LOCATION: i INCUMBENT:

_Parliament House, Waigani, NCD |

HISTORY OF POSITION

_NPFILENO. | DATE OF VARIATION |DETAILS

(ORG:1-14  130/10/14 Reno, Redes, Re-class, Revised Duties R

ORG'2-18 | 24/09/18 Revised Duties %
2.PURPOSE:

To ensure compliance with the National Parliament security requirements and regulatory

requirements governing the conduct of the Security division by conducting regular audits and

evaluation of the Natigna!l Parliament procedures and processes related to security and safety
3.DIMENSION:

Budget: NA
Staft: NA
Others: Ensure ali trainings are conducted professionally. efficiently and effectively.

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)
s Conduct investigations inta incidences of fraud, security and safety incidents and
general misconduct and provide recommendations for management decision.
s Gather intelligence and analyse data of possible nisks/threats against the National

Parliament and its staff and the Parhamentarians and provide reports for appropriate

precautionary measures to be taken.

+ Participate in the conduct of security surveys to evaluate the effectiveness of security

control measures in the National Parliament

+ Participate in ensuring corrective and preventative actions are taken to maintain
compliance to operational and regulatory requirements.

» Assist with the implementation of new procedures and practices to ensure cost
effective achievement of Security Division Goals and Objectives

» Conduct covert security operations where the need arises

« Constantly review National Parliament's physical security and provide advice on

shortcomings.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

i i ioh Deseripiion Fothin o & M2



5.2

5.3

This position reports directly to the Chief of Security while the Shift Supervisors and Assistant
Shift Supervisors report to the Deputy Chief of Security - Operations.

The investigator the Trawning Officer. the Compliance & Safety Officer and the Id Access Card
Controller all report directly to the Chief of Security.

L Chief of Security }

A

: ] , | e

Compliance and Safety *: Other Securities ; 'f--":?', i (7

[ Officer ] 223 %;__ [
/

.

Internal:

» Provide weekly briefs to the Chief of Security.

s Liaise with Deputy Chief of Security, the Investigator, the Compliance & safety Officer,
Shift Supervisors and Assistant Shift Supervisors on areas requiring co-ordination within
the division.

o Liaise with Chief of Security on matters of interest and imporiance with regards to training
referred by National Parliament management to the Chief of Security.

=  Member of the Chief of Security’s Middle Management Team.

External:

e Ligise with the Police Department and other secunty and safety organizations on
compliance, audit and safety matters with the approval of Chief of Security.

5.4 Work Environment
8 This position is a senior positicn and is respeonsible for all security/safety compliance and

6.4

6.5

audits on a daily basis. The incumbent is required to have extensive knowledge and familarity
with security and safety compliance and audits in a Security Department or Division.

Constraints Framework and Boundaries
Ruies/Procedures etc:
» Delivery of services must be constant with PFMA, PSGO, Parliamentary Service
Act,
« National Training Council Act, relevant statutory provisions and Government
policies.
s Funds must be used consistent with the requirements of the FFMA.
e All directives issued by or instruction given by Chief of Security must be complied
to.
» Rostering for duty will come from Chief of Security as per Operational and
Administrative requirements

Recommendations:
Adjust to make changes to the training needs of the Service
Challenges
New position and the incumbent will start from scratches and set up this section.
Funding shortfall in budgetary alocations presents a challenge in achieving Divisional
functional responsibilities. A major challenge for this position is to implement strategies to
achieve Divisional outcomes within kmited funding and time.
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7 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 Qualification
» Must have Grade 12 Certificate with relevant tertiary qualification in Safety and Securnity or
equivalent tertiary qualification. A Degree qualification in refevant field is highly desirable
e Must have undergone certified training in the security mnvestigations methods of
conducting system and process audits.
» Must have undergone a certified training in conducting audits and evaluating safety
standards.

6.2 Experience
At least 3 - 5 years of experience in a training environment

6.3 Knowledge

Excellent understanding of the government machinery.

Extensive knowledge of the Parliamentary Service Act, Criminal Code Act, Summary
Offences Act, and other related legislative provisions.

Understanding of the processes, procedures and legislation with regards to investigations
in respect to the National Parliament.

Knowledge of principles and practices of good management and leadership..

6.4 Skills
Must possess well developed analytical skills and operational experience in the public sector.
Excellent skills in audit and compiiation of reports
Skills in team work and team management
Good negotiation and representational skilts
Must be Computer Literate in Microsoft apphications

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
{ make this solemn declaration by virtue of the Oaths Affirmation and Statutory Declaration Act
1962 conscientious believing the statement contain therein to be true in every particular.

””S'zghéture Signature
Employer (or its delegate; Employee
Date - Date
‘\! :‘
A
TS et )
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PARLIAMENTARY SERVICE
JOB DESCRIPTION o

1. IDENTIFICATION . POSITION NUMBER: J Ly U/ /’C/
R ;PSS 007, S B,
: DEPARTMENT: " DESIGNATION/CLASSIFICATION:
| Parliamentary Service o | Investigator, NP09
I DIVISION: LOCAL DESIGNATION:
| Parliamentary Corporate & Support Service | Investigator
. BRANCH: REPORTING TO:

. Parliament Security Services Chief Security Officer

LOCATION: INCUMBENT:

_Parliament House, Waigani, NCD

HISTORY OF POSITION

. NP FILE NO.

: ORG 1-14

ORG 2-18

2. PURPOSE:

1 DATE OF VARIATION | DETAILS - e
} 1 30/10/14 . Reno, Redes, Re-class, Revised Duties
24:‘09!18 e JD Revised

¥ p— —_— e e ———— e

To conduct quality investigations and risk assessments, and offer sound and timely resolutions {o
fraud. security and safety incidents, general misconduct and possible threats/risks against the
National Parliament and the Parliamentarians.

3. DIMENSION:

Budget:
Staft:
Others:

NA
NA
Ensure ali trainings are conducted professionaliy. efficiently and effectively.

4. PRINCIPAL ACCOUNTABILITIES {(MAJOR DUTIES)

Conduct investigations into incidences of fraud, security and safety incidents and general
misconduct and previde recommendations for management decision.

Gather intelligence and analyse data of possible risks/threats against the Nationai
Parliament and its staff and the Parliamentarians and provide reports for appropriate
precautionary measures to be taken.

Participate in the conduct of security surveys to evaluate the effectiveness of security
control measures in the National Pariiament.

Participate in ensuring corrective and preventative actions are taken to maintain
compliance to operational and regulatory requirements.

Assist with the implementation of new procedures and practices to ensure cost effective
achievement of Security Division Geals and Objectives.

Conduct covert security operations where the need arises.

Constantly review Nationzl Parliament's physical security and provide advice on
shartcomings

Other duties as directed by Chief of Security.

BN fob Descriptivi Fuing G& M 2




5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports directly to the Chief of Security while the Shift Supervisors and Assistant
Shift Supervisors report to the Deputy Chief of Security - Operations.

The Training Officer. the Compliance & Safety Officer. the Adminstrative Assistant.
Investigator and the Id Access Card Controller all report directly to the Chief of Security. The
reporting relationship is shown in this graphical form hereunder

| Chiefof | |
t Security I
; Ioig .

H

1 T other c oG
Investigator Security staff / A : L 3 [‘7

i
5.2 Internal:
e Provide weekly briefs to the Chief of Security.
¢ Liaise with Deputy Chief of Security. the Investigator, the Compliance & safety Officer,
Shift Supervisors and Assistant Shift Supervisors on areas requiring co-ordination within
the division.
+ Liaise with Chief of Security on matters of interest and importance with regards to training
referred by National Parliament management to the Chief of Security.
»  Member of the Chief of Security’'s Middle Management Team.
5.3 External:
» Liaise with Police Department and other security organizations on investigation matters
with the approval of Chief of Secunty.

5.4 Work Envircnment
This position is a senior position and is responsible for all security investigations on a dally
basis The incumbent is required to have extensive knowiedge and familiarity with security and
safety investigations in a Security Department or Division.

5.5 Constraints Framework and Boundaries
Ruies/Procedures etc:

« Delivery of services must be constant with PFMA, PSGO. Parhamentary Service
Act,

» National Training Council Act, relevant statutory provistons and Government
policies.

+ Funds must be used consistent with the requirements of the PFMA.

« Al directives 1ssued by or instruction given by Chief of Security must be complied
to.

+ Rostering for duty will come from Chief of Security as per Operational and
Adminstrative requirements.

Recommendations:
Adjust to make changes to the traning needs of the Service
5.6 Challenges
New position and the incumbent will starl fium soratches and set up this section.
Funding shortfall in budgetary aliocations presents a challenge in achieving Divisional
functional responsibilities. A major challenge for this position is 1o implement strategies to
achieve Divisiona! cutcomes within fimited funding and time.

-
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6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 Qualification
» Must have Grade 12 Cenrtificate with Diploma in Education (Teaching/Training} or relevant
tertiary qualification. A Degree qualification in relevant field is highly desirable.
« Must have Training of Trainers (TOT) Certificate from a recognised institute.
» Must have undergone certified trainings in conducting training for organisations

6.2 Experience A ] i
At least 3 - 5 years of experience in a training environment [

y p g : M )

L&Y St/
6.3 Knowledge i !

e Excellent understanding of the government machinery.

« Extensive knowledge of the Parliamentary Service Act and other related legisiative
provisions.

+ Understanding of the processes, procedures and legisiation with regards to

investigations in respect to the National Parliament.

Knowledge of principles and practices of good management and leadership.

6.4  Skills
Must possess good knowledge of investigation methods with well developed analytical skills
and understanding of legal systems and processes.
Excellent skills in successful investigation of fraud, security incidents, general misconduct.
Skills in team work and team management.
Good negotiation and representational skills.
Must be Computer Literate in Microsoft applications.
7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

~ Signature - ' Signature
Empioyer (or its delegate) Employee
Date Date
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2. PURPOSE:

PARLIAMENTARY SERVICE
JOB DESCRIPTION

To ensure the safety and protection of Parliamentarians, National Parliament Staff, Others Users
and Visitors, National Parliament Building & Precincts, Office of the Speaker and National
Parliament Assets are protected and or guarded by all securities.

3. DIMENSION:

Budget. NA
Staff: NA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES {MAJOR DUTIES)

Consistently maintain a 24/7 state of readiness in whilst working in preparation of any likely
emergency. crisis andfor disruption to daily operations of the National Parhament.

Do regular perimeter patrols along the perimeter fence of the National Parliament and inside its
Building and Precincts te ensure no pertaining threat or risks are imminent,

Immediately respond to any call for assistance in matters of security related to the protection of
Parliamentarians, staff, visitors and others and company property/assets at any given time.
Maintain up to date knowledge of new security reguirements, practices. procedures and
processes in the National Parliament.

Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daily
conduct of his duties.

Actively participate in counter measures directed at resolving unlawful offences or threats
committed against Parliamentarians, staff, visitors and others and company property/assets.
Provide Daily Situation Reports and recommendations to Shift Supervisor or Assistant Shift
Supervisor

Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
{Cperations)

Provide escort and protection for Parliamentarians and Senior Management where a need is
identified

Ensure security control measures related to access control, security of the Parliament Building
and Precincts. posting of security officers and the security of all Parliamentarians are consistently
implemented effectively and efficiently.

L [E fois Description Forin Uoae M2

1. IDENTIFICATION - POSITION NUMBER:
e — s . —mm——————— . _'7PSS 008_ . . ——— e e
- DEPARTMENT: DESIGNATION/CLASSIFICATION:
_Parliamentary Service | Security Officer (Speaker’s Office), NP0O5
DIVISION: LOCAL DESIGNATION:
_Parliamentary Corporate & Support Service _ Security Officer L
BRANCH: REPORTING TO:
. Parliament Security Services | Deputy Chief Security Officer N\
"LOCATION INCUMBENT /} Uy
_Parliament House, Waigani, NCD _ n/f ;
HISTORY OF POSITION M’) ;0% [
NP FILE NO. "DATE OF VARIATION | DETAILS Y Y
ORG: 1 - _1_51________ 3010114 | Reno. Redes, Re-class, Revised Duties o
 ORG: 2 -18 24!09.’18 S Rec:aserD Revised L



« Take personal responsibility in reporting to the Chief of Security and the Beputy Chief of Security
(Operations) any fellow security officers or other staff of Parliament who may have commitied a
disciplinary offence

« Write reports of any security and safety ncidence that occurs in the Parliament Building and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports directly to the Assistant Shift Security Supervisor

Assistant Shift l
Supervisor h )
LI
Security Officer] P

5.2 Internal:
« Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor.
» Liaise directly with fellow Security Officers on areas requiring co-ordination within the
division.
+ Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.
5.3 External:
« Liaise with Police Department and other security organizations on security matters when
and if directed by Chief of Security.
5.4 Work Environment
This position is responsible for carrying out all security operations on a dally basis.
The incumbent is required to have extensive knowledge and familianty with security dubes
and responsibiliies. Require d to implement all security control measures and other secunty
requirements of the National Parliament on a daily basis.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

+ Delivery of services must be constant with PFMA. PSGO. Parliamentary Service Act,
National Training Council Act. relevant statutory provisions and Government policies.

« Funds must be used consistent with the requirements of the PFMA.

o All directives issued by or instruction given by Chief of Security or Deputy Chief of
Security must be complied to.

« Rostenng for duty will come from Deputy Chief of Security as per Operational
requirements.

Recommendations:

e Adjust to make changes to the Government and Service policies.

¢« Staff movements

5.6 Challenges

¢ Carrying out security responsibilities and dutes is a challenge because you encounter
various securily and safety situation so employees must have gooed public relations and
decision-making skiils. knowledge and experiences.

» Funding shortfall in budgetary aliocations presents a challenge in achieving Divisional
functiona! responsibilities. A maijor challenge for this position is to implement strategies to
achieve Divisiona! outcomes within limited funding and time

21 ¥y |ob Bescripnion For O M2



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

Qualification

Grade 10 or 12 Cerificate with relevant security training. Successful completion of
relevant Supervisory Courses would be desirable.

6.1

6.2

6.3

6.4

Experience
At least 3 - 5 years of experience in a security environment.

Knowledge

Skills

Excellent understanding of the government machinery.

Extensive knowledge of the Parliamentary Service Act and other related legisiative
provisions.

Understanding of the processes, procedures and legislation with regards to
investigations in respect {o the National Parliament.

Knowledge of principles and practices of good management and {eadership.

Good command of English and report writing skills _,___*’:! ‘
Must have Supervision and team work skills 1 _a‘rO; f(! ‘3
Good negotiation and representational skilis P f
Must be Computer Literate in Microsoft applications.

People management skills

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

3

Signature o - Signature
Empioyer (or its delegate) Employeg
Cbate L Date
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1. IDENTIFICATION . POSITION NUMBER:
| e e o ipssoos
DEPARTMENT: | DESIGNATION/CLASSIFICATION:
_ Parliamentary Service R | Security Officer (Speaker’s Office), NPO4
" DIVISION: | LOCAL DESIGNATION:
' Parliamentary Corporate & Support Service \ Security Officer o -
| : BRANCH: | REPORTING TO:

. Parliament Security Services

PARLIAMENTARY SERVICE
JOB DESCRIPTION

. Deputy Chief Security Officer

“LOCATION: - o INCUIVIBENT'

. Partiament House, Waigani, NCD

"NPFILENO. ' DATE OF VARIATION _DETAILS
"ORG' 1-14 ' 30/10/14
"ORG.2-18 - 24/09/18 e - Reclass/JD Revised

HISTORY OF POSITION

“Reno, Redes, Re-class, Revised Duties

2. PURPOSE
To ensure the safety and protection of Parliamentarians, National Parhament Staff, Others Users
and Visitors, National Parliament Building & Precincts, Office of the Speaker and National
Parliament Assets are protected and or guarded by all securities.

~

3. DIMENSION: ’J}\;N
Budget: NA e o
Staff: NA ,.Lg b }; >
Others: NA ;

4, PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

Consistently maintain a 24/7 state of readiness in whiist working in preparation of any likely
emergency, crisis and/or disruption to daily operations of the National Parliament

Do regular perimeter patrols along the perimeter fence of the National Parliament and inside its
Building and Precincts to ensure no pertaining threat or risks are imminent.

Immediately respond to any call for assistance in matters of security related to the protection of
Parliamentarians, staff, visiters and others and company property/assets at any given time.
Maintain up to date knowledge of new security requirements, practices. procedures and
processes in the National Parliament.

Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daily
conduct of his duties.

Actively participate in counter measures directed at resclving unlawful offences or threats
committed against Parliamentanans, staff, visiters and cthers and company property/assets.
Provide Daily Situation Reports and recommendations to Shift Supervisor or Assistant Shift
Supervisor

Carry out other duties as directed by the Chief of Security and the Deputy Chief of Securty
{Operations)

Provide escort and protection for Pariiamentarians and Senior Management where a need is
identified

Ensure security control measures related to access control, security of the Parlament Building
and Precincts. posting of security officers and the security of all Parliamentarians are consistently
implemented effectively and efficientty.

1 | S il Tlesat ij"s'lii';i'n Finim G&MI



» Take personal responsibility in reporting to the Chief of Security and the Deputy Chief of Security
(Operations) any fellow security officers or other staff of Parliament who may have commitied a
disciplinary offence

« \Write reports of any security and safety incidence that occurs in the Parliament Building and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:

5.1 Reporting Relationship
This position reports directly to the Assistant Shift Security Supervisor
| Assistant Shift
\  Supervisor
T ™ l~
Security Officer] Q,é; ; o) ;-"’/ 7
5.2 Internal:
» Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor.
» Liaise directly with fellow Security Officers on areas requiring co-ordination within the
division.
e Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.
5.3 External:

Liaise with Palice Department and other security organizations on security matters when
and if directed by Chief of Security.

5.4 Work Environment

This position is responsible for carrying out all security operations on a daily basis.

The incumbent is required to have extensive knowledge and famiharity with security duties
and responsibilities. Reguire d to implement all security control measures and other security
requirements of the National Parliament on a daily basis.

5.5 Constraints Framework and Boundaries

5.6

Rules/Procedures etc:

Delivery of services must be constant with PFMA. PSGO. Parliamentary Service Act,
National Training Councit Act, relevant statutory provisions and Government policies.
Funds must be used consistent with the requirements of the PFMA.

All directives issued by or instruction given by Chief of Security or Deputy Chief of
Security must be complied to.

Rostering for duty will come from Deputy Chief of Security as per Operational
requirements.

Recommendations;

Adjust to make changes to the Government and Service policies.
Staff movements

Challenges

Carrying out security responsibilities and duties is a challenge because you encounter
various security and safety situation so employees must have good public relations and
decision-making skiills, knowledge and experiences.

Funding shortfall in budgetary allocations presents a challenge in achieving Divisional
functional responsibilities. A major challenge for this position is to implement strategies to
achieve Divisional outcomes within limited funding and time

(BN joby Description rorne G a2



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Grade 10 or 12 Certificate with relevant security training. Successful completion of
relevant Supervisory Courses would be desirabie.

6.2 Experience
At least 3 - 5 years of experience in a secufity environment.

6.3 Knowledge
» Excellent understanding of the government machinery.
» Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.
» Understanding of the processes, procedures and legislation with regards to
investigations in respect to the National Parliament.
» Knowledge of principtes and practices of good management and leadership.

6.4 Skills
» Good command of English and report writing skills ™
« Must have Supervision and team work skills ] ;\)J\/ !
» Good negotiation and representational skills / q,% ;-] O/) ;[ ?
» Must be Computer Literate in Microsoft applications. f‘ !

» People management skilis

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature - Signature
Emgloyer (or its delegate) Employee
_____  Bate o Date
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION - POSITION NUMBER:
e e PSS 010
- DEPARTMENT: . DESIGNATION/CLASSIFICATION:
 Parliamentary Service S Securlty Officer (Deputy Speaker’s Office), NP0O4
- DIVISION: | LOCAL DESIGNATION:
_Parliamentary Corporate & Support Service | Security Officer
BRANCH: | REPORTING TO:
Partiament Security Services | Deputy Chief Security Officer __
LOCATION: INCUMBENT: :

_Parliament House, Waigani, NCD e .
“HISTORY OF POSITION |

_NPFILENO. | DATE OF \ \{ARIATION_FDETAILS _______________ o
ORG. 1-14 __ 1301014 __ "Reno. Redes, Re-class, Revised Duties
ORG.2-18 l24f09=’18 N "ReglassilDRewised .
|
2. PURPOSE:

To ensure the safety and protection of Parliamentarians, National Parliament Staff, Others Users
and Visitors, National Parliament Building & Precincts. Office of the Deputy Speaker and National
Parliament Assets are protected and or guarded by all securities.

3. DIMENSION:

Budget: NA
Staff; NA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

« Consistently maintain a 24/7 state of readiness in whilst working in preparation of any likely
emergency, crisis and/or disruption to daily operations of the National Parliament.

» Do requiar perimeter patrols along the perimeter fence of the National Parliament and inside its
Building and Precincts to ensure no pertaining threat or risks are imminent.

« Immediately respond to any call for assistance in matters of security related to the protection of
Parliamentarians, staff, visitors and others and company property/assets at any given time.

o Maintain up to date knowledge of new security requirements, practices. procedures and
processes in the National Parliament.

o Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daily
conduct of his duties.

« Actively participate in counter measures directed at resolving untawful offences or threats
committed against Parliamentarians. staff, visitors and others and company property/assets.

s Provide Daily Situation Reports and recommendations to Shift Supervisor or Assistant Shift
Supervisor

» Carry out other duties as directed by the Chief of Security and the Deputy Chief of Secunty
{Operations)

+ Provide escort and protection for Parliamentarians and Senior Management where a need is
identified

« Ensure secunity controi measures related to access control. security of the Farliament Building
and Precincts, posting of security officers and the security of ali Parliamentarians are consistently
implemented effectively and efficiently.

il B5 ol escriplis Porme & M2



¢ Take personal responsitility in reporting to the Chief of Security and the Deputy Chief of Security
(Operations) any fellow security officers or other staff of Parliament whe may have commitled a
disciplinary offence

« Write reports of any security and safety incidence that occurs in the Parliament Building and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:

5.1

Reporting Relationship

This positiocn reports directly to the Assistant Shift Secunty Supervisor

Assistant Shift
Supervisor

l
Do
Security Officer, / ~% !0 fl 9

5.2 internal:

Provide daily briefs to the Assistant Security Shift Supervisor and the Securnty Shift
Supervisor.

Liaise directly with fellow Security Officers on areas requiring co-ordination within the
division.

Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.

5.3 External:

Liaise with Police Department and other security organizations on security matters when
and if directed by Chief of Security.

5.4 Work Environment
This position is responsible for carrying out all security operations on a daily basis.
The incumbent is required to have extensive knowledge and familiarity with security duties
and responsibilites. Require d to implement all security control measures and other security
requirements of the National Parliament on a daily basis.

5.5 Constraints Framework and Boundaries
Ruies/Procedures etc:

Delivery of services must be constant with PFMA. PSGO. Parliamentary Service Act.
Nationa! Training Council Act, relevant statutory provisions and Government policies.
Funds must be used consistent with the requirements of the PFMA.

All directives issued by or instruction given by Chief of Secunty or Deputy Chief of
Securty must be complied to.

Rostering for duty wili come from Deputy Chief of Security as per Operational
requirements.

Recommendations:

Adjust to make changes to the Government and Service peiicies.
Staff movements

5.6 Chalienges

Carrying out security responsibilities and duties 1s a chailenge because you encounter
various security and safety situation so employees must have good public relations and
decision-making skills. knowledge and experiences.

Funding shortfall in budgetary allocations presents a challenge in achieving Divisional
functional responsibilities. A major chailenge for this position is to implement strategies to
achieve Divisional outcomes within limited funding and fime.

o [ - L s LR P YR
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6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Grade 10 or 12 Certificate with relevant security training. Successful completion of
relevant Supervisory Courses would be desirable.

6.2 Experience
At least 3 - 5 years of experience In a security environment.

6.3 Knowledge

Excellent understanding of the government machinery.

Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.

Understanding of the processes, procedures and legislation with regards to
investigations in respect to the National Parliament.

Knowledge of principles and practices of good management and leadership.

6.4 Skills

Good command of English and report writing skills

Must have Supervision and team work skills ;va*

Good negotiation and representational skills /

Must be Computer Literate in Microsoft applications. K ; U} ?

People management skitls

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962 . conscientious believing the statement contain therein to be true in every particular,

~ Signature - Signature

Employer {or its delegate) Employee

Dats S O bate
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION - POSITION NUMBER:

. - PSS 011 N ]
"DEPARTMENT: ' DESIGNATION/CLASSIFICATION:

Parliamentary Service o L Deputy Chief Security Officer — Operations, NP10
DIVISION: LOCAL DESIGNATION:

_Parliamentary Corporate & Support Service |_Dep_uty Chief of Security o _ -
. BRANCH: "REPORTING TO: N

Parilament Security Services ~ Chief of Security

' LOCATION:  INCUMBENT: ) 1 Y /c/;

Parliament House, Waigani, NCD — R
HISTORY OF POSITION i
l__l_\__l__P FILE NO. DA'I:_E_QE VARIATI@.I___ DETAILS o
| ORG: 1 - 1¢ 14 3QL1_(__‘_JH4 i Reno, Redes, Re- -class, Revised Duties B
'_QR_G____2~ 18 . 24109118 _|_Reno/ Re-class JD Revised _—

2. PURPOSE:
To provide day to day management of the security operations and security requirements of the
National Parliament and achievement of the highest possible standards of security by controlling.
directing. rostering and monitoring security persennel in the daily execution of secunty control
measures in compliance with all security and safety requirements of the National Parliament. the
Parliamentary Services Act and other rules and regulations that governs the conduct and operations
of the National Parliament.

3. DIMENSION:
Budget: NA
Staff: Direct subordinates: 8X Security Shift Supervisors, 8X Assistant Security Shift
Supervisors and Other Security Officers.

Others. Ensure the Security Division functions efficiently and effectively.

4. PRINCIPAL ACCOUNTABILITIES {(MAJOR DUTIES)

» Plan. lead control and coordinate the day to day security operations of the National Pariament.

e Hold regular Middle Management meetings tc develop and implement strategies to address
problems affecting efficient implementation of operational activities and communicating refevant
information from the management team down to Shift Supervisors and Assistant Shift
Supervisors

« Mentor. coach and encourage Shift Supervisors. Assistant Shift Supervisors and staff to achieve
excellence in therr work area

» Implement new procedures and practices to ensure cost effective achievement of Security
Division operational goals and cbjectives.

« Constantly review the standard of service and manning provided by Shift Supervisors, Assistant
Shift Supervisors and Security Officers

¢ Provided advice to National Parliament Management on Security Matters as and when required.

s Ewvaluate and monitor technical equipment, including electronic and compuier-based equipment,

[ e
used in the field of ::at:uunly Ensure the effectivencss of ¢ unnoun\d qulpmcnf and recommeand on

the suitability of new equipment including communications equipment for security usage
s Constantly review Nationa! Parliament's physical security and provide advice on shortcomings
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e Ensure security control measures related to access control. security of the Parliament Buiding
and Precincts. rostering or posting of security officers, movement of security operations vehicles
and the security of all Parliamentarians are consistently implemented effectively

« Discipline officers by taking personal responsibility in initiating and charging officers who may
have committed a disciplinary offence.

+ Provide constructive feedback on work performance both formally and informaily to staff based
on agreed tasks and performance indicators identified with the staff member.

» Be involved in the annual preparation of divisiona! budget submissions.

» Other duties as directed by Chief of Security.

5. NATURE AND SCOPE.:
5.1 Reporting Relationship

This position reports directly to the Chief of Security oy
| Chiefof /; s
| Security | ‘!Db“& /
DeputyChiefi Otile.r .E

of Security 1| |Security staff-

5.2 Internal:
e Provide daily briefs to the Chief of Security.
» Liaise directly with Shift Supervisors and Assistant Shift Supervisors on areas requiring
co-ordination within the division.
e Liaise with Chief of Security on matters of interest and importance referred by Parliament
to the Chief of Security by the Management.
¢«  Member of the Chief of Security's Middle Management Team.

5.3 External:
s Liaise with Police Department and cther security organizations on securty matters when
and if directed by Chief of Security.

5.4 Work £nvironment
This position is a management position and is responsible for all security operation on a daily
basis. The incumbent is required to have extensive knowledge and familianty with operational
aspects of security related to the implementation of security control measures and the
administration of a Security Department or Division. As a manager. it is important o
encourage. mentor and support staff to achieve performance excellence.

Constraints Framework and Boundaries
Rules/Procedures etc:

» Delivery of services must be constant with PFMA, PSGO. Pariiameniary Service
Act, National Training Council Act relevant statutory provisions and Government
policies.

« Funds must be used consistent with the reguirements of the PFMA.

« All directives issued by or instruction given by Chief of Security must be complied
to.

+ Rostering for duty will come from Chief of Security as per Operational
reguiremeanis.

Recommendations:
+ Adjust to make changes to the Government and Service policies.
«  5Staff movements
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5.5 Challenges

« Managing employees is a challenge because employees have different skills,
knowledge, experiences and sets of motivation. As a resuit, the major challenge is to
effectively coach and motivate employees into an integrated team to achieve
Divisional goals and objectives.

« Funding shortfall in budgetary allocations presents a chaflenge in achieving Divisional
functional responsibilities. A major challenge for this position s to implement
strategies to achieve Divisional outcomes within timited funding and time.

e Adequate office equipment and supplies are vital for officers to use to achieve
Divisional objectives. Therefore the challenge is to ensure the employees have
adequate office equipment and materials to carry out their responsibilities.

& QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 Qualification
« Degree in Public Policy Management or equivalent teriary qualification. Post Graduate

qualification in relevant fieid is highly desirable.
6.2 Experience «%N ]
At least 5 - 10 years of experience at managerial level / ,‘/&7/03 ‘5} ;“7
FoEd
; /
i

-~

6.3 Knowledge
e Understanding of the government machinery.
« Knowledge of the Parliamentary Service Act. security operations and other rejated
legislative provisions.
e Understanding of the Parliamentary Services Corporate Plan 2015 - 2017 and
Government directions in respect to the Parliament.
o Knowledge of principles and practices of good management and leadership.

6.4 Skills
e Skilis in successful management of organizational programs and cultural change.

¢ Skills in team work and team management.
¢ Good negotiation and representational skills.
» Must be Computer Literate in Microsoft applications

7. STATEMENT BY THE EMPLLOYER AND EMPLOYEE
| make this solemn declaration by virtue cf the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious helieving the statement contain therein to be true in every particular.

Signature o ' B Stgnature
Employer (or its delegate) Employee
Date ' Date

a . 1o Ty = e im b g S Y .
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. |DENTIFICATION | POSITION NUMBER:
i e .. .../ Ppsso12
. DEPARTMENT: DESIGNATION/CLASSIFICATION:

Parliamenta[LSefvlce e

_ Shift Supervisor 1, NPOS

| DIVISION: . LOCAL DESIGNATION:

} Parliamentary Corporate & Support Service __ : Shift Supervisor1 === -
| BRANCH: i REPORTING TO:

_Parliament Security Services 1 Deputy Chief of Security Operations

- LOCATION: : INCUMBENT:

Parliament House, Waigani, NCD

HISTORY OF POSITEON -

NP FILENO.  DATE OF VARIATION |DETAILS B _

.ORG:1-14 30{]0_!1_4_ o ~ "Reno. Redes, Re- class, Revised Duties

_ORG:2-18 | 24/09/18 . ... Reclass//DRevised S

T T L e
2. PURPOSE:

To ensure commitment to the highest possible standards of security control measures is maintained
by staff through the supervision of daily operations of the shift and security reguirements of the
Nationat Parfiament.

3. DIMENSION:
Budget: NA
Staff: Direct subordinates: Assistant Security Shift Supervisors and Security Officers
Others: Ensure all trainings are conducted professionally. efficiently and effectively.

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

Maintain a current risk/threat analysis of all aspects of National Parliament operations.

Assist with the evaluation and monitoring of technical equipment used in the field of Security.
Ensure the effectiveness of the existing equipment and recommend on the suitability of new
equipment for security usage.

Mentor. coach and encourage Assistant Security Shift Supervisors and Secunty Officers to
achieve excellence in their work area.

Maintain up to date knowledge of new security requirements. practices. procedures and
processes in the National Pariament.

Liaise with and assist the Deputy Chief of Security {Operations) as necessary in the daily
conduct of his guties.

Attend meetings as directed by Management.

Provide Oaily Situation Reports and recommendations to Deputy Chief of Secunty
{Operations).

Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
{Operations).

Ensure security control measures related to access control, security of the Parliament
Building and Precincts. posting of security officers and the security of ail Parliamentanans
are consistently implemented effectively and efficiently

Discipline security officers by taking personal responsibility in reporting to the Chief of
Security and the Deputy Chief of Security (Operations) officers who may have committed a
disciplinary offence.

[FEA T L Fy oy Taeed . Vqamryy {0 & -
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« Do regular perimeter patrols along the perimeter fence of the National Parliament and inside
its Building and Precincts to ensure no pertaining threat or risks are imminent.

« Write reports of any security and safety incidence that occurs in the Parliament Building an
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

Deputy Chief.
of Security J
| st | | othershift A
lSupervisorl : Supervisors j/’fv\{ } c?
5.2 Internal: / !

{
¢ Provide daily briefs to the Deputy Chief of Security. ’

» Liaise directly with fellow Shift Supervisors and Assistant Shift Supervisors on areas
requiring co-ordination within the division.

o Liaise with Deputy Chief of Security on matters of interest and importance referred by
Parliament by the Management.

«  Member of the Chief of Security’s Middle Management Team.

5.3 External:
e Liaise with Police Department and other security organizations an security matters when
and if directed by Chief of Security.

5.4 Work Environment
This position is a senior position and is responsible for all security operation supervision on a
daily basis. The incumbent is required to have extensive knowledge and familiarity with
operational aspects of security related t¢ the implementation of security control measures of a
Security Department or Division. As a Supervisor, it is important to encourage, mentor and
support staff to achieve performance exceilence.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

« Delivery of services must be constant with PFMA, PSGO, Parliamentary Service Act,
National Training Council Act. relevant statutory provisions and Government policies.

+ Funds must be used consistent with the requirements of the PFMA.

« Al directives issued by or instruction given by Chief of Security or Deputy Chief of
Security must be complied to.

+ Rostering for duty will come from Deputy Chief of Security as per Operational
reguirements.

Recommendations:

+ Adjust to make changes to the Government and Service policies

¢ Staff movements

5.6 Challenges

« Supervising employees is a challenge because employees have different skills,
knowledge. experiences and sets of motivation. As a result, the major challenge is to
effectively coach and maotivate employees into an integrated team to achieve day to day
operational requirements.

7 32N ' LYV R e (V@ -
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6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
» Grade 12 Certificate with relevant training in Security Industries or equivalent tertiary
qualification. Successful compietion of relevant Supervisory Courses is desirable.
6.2 Experience
Al least 3 - 5 years of experience in a fraining environment
6.3 Knowtedge
+ Excellent understanding of the government machinery.
« Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.
» Understanding of the processes, procedures and legislation with regards to
investigations in respect to the National Parliament.
« Knowledge of principles and practices of good management and leadership..

6.4  Skills
« Good supervision and organizational skills . -
» Skills in team work and team supervision. Vo
+ Good negotiation and representational skills. / jf’M 1
+ Must be Computer Literate in Microsoft applications. Lg//o 37 7%

s People management skills knowledge. i /

7. STATEMENT 8Y THE EMPLOYER AND EMPLOYEE
I make this solemn declaration by virtue of the Oaths, Affirmation and Statutery Declaration Act
1962, conscientious bekeving the statement contain therein to be true in every particular.

Signature Signature
Employer (or its delegate) Employee
Date Date

41 By job Description Corm U &M 2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

_Parliament House, Waigani, NCD

1. IDENTIFICATION POSITION NUMBER:
—— G e e . R PSS 01 1 —_—_ e

. DEPARTMENT: DE81GNATION;‘CLASSIFICATION
' Parliamentary Service | Deputy Chief Security Officer — Operations, NP10
- DIVISION: LOCAL DESIGNATION:
' Parliamentary Corporate & Support Service | Deputy Chief of Security -
. BRANGCH: REPORTING TO:
_Pariiament Security Services ____ Chief of Security B

LOCATION: INCUMBENT

HISTORY OF PQSITION

"NPFILENO.  DATE OF VARIATION DETAILS
X ORG 1— 14 . 30/1014 . Reno, Redes, Re-class, Revised Duties
_ORG 2— 18 24!09;'18 > _; Reno! Re cEass fJD Rewsed o
2. PURPOSE:
To provide day to day management of the security operations and security requirements of the
National Parliament and achievement of the highest possible standards of security by controliing.
directing, rostering and monitoring security personnel in the dailly execution of security control
measures in compliance with ail security and safety requirements of the Naticnal Parliament, the
Parliamentary Services Act and other rules and regulations that governs the conduct and operations
of the National Parliament.
3. DIMENSION:
Budget: NA
Staff: Direct subordinates: 8X Security Shift Supervisors, 8X Assistant Security Shift
Supervisors and Other Security Officers.
Others: Ensure the Security Division functions efficiently and effectively.
4. PRINCIPAL ACCOUNTABILITIES {(MAJOR DUTIES)

Ptan. lead. control and coordinate the day to day security aperations of the National Parliament.

Hold regutar Middle Management meetings to develop and implement strategies to address
problems affecting efficient implementation of operationa!l activities and communicating relevant
information from the management team down to Shift Supervisors and Assistant Shift
Supervisors.

Mentor. coach and encourage Shift Supervisors, Assistant Shift Supervisors and staff to achieve
excellence in their work area.

implement new procedures and practices to ensure cost effective achievement of Security
Division operational goals and cbjectives.

Constantly review the standard of service and manning provided by Shift Supervisors, Assistant
Shift Supervisors and Security Officers.

Provided advice to National Parliament Management on Security Matters as and when required.
Evaluate and monitor technical equipment. including electronic and computer-based equipment,

used in the field of Securi"\f Ensure tha affactivaneze nf ::\vmhnn aa Hnmani‘ and racommend on

the suitability of new equipment including communications equipment for security usage.
Constantly review National Parliament's physical security and provide advice on shortcomings.

. - CFY el e O a
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e Ensure security control measures related to access control, security of the Parliament Building
and Precincts, rostering or posting of security officers, movement of security operations vehicles
and the security of all Parliamentarians are consistently implemented effectively.

+ Discipline officers by taking personal responsibility i initiating and charging officers who may
have committed a disciplinary offence.

« Provide constructive feedback on work performance, both formally and informaily to staff based
on agreed tasks and performance indicators identified with the staff member.

« Be involved in the annual preparation of divisiona! budget submissions.

¢ Other duties as directed by Chief of Security.

5. NATURE AND SCOPE:
51 Reporting Relationship
This position reports directly to the Chief of Security

| Chief of
sy Y doner

[Deputy Chief| |  Other
f of Security 1 Security staff:

5.2 Internal:
e Provide daily briefs to the Chief of Security.
» Liaise directly with Shift Supervisors and Assistant Shift Supervisors on areas requiring
co-ordination within the division.
e Liaise with Chief of Security on matters of interest and importance referred by Parliament
to the Chief of Security by the Management.
» Member of the Chief of Security’s Middle Management Team.

5.3 Externat:
» Liaise with Police Department and other security organizations on security matters when
and if directed by Chief of Security.

5.4 Work Environment
This position is a management position and is responsible for all security operation on a daily
basis. The incumbent is required to have extensive knowledge and familiarity with operational
aspects of security related to the impiementation of security control measures and the
administration of a Security Department or Division. As a manager. it is important to
encourage, mentor and support staff to achieve performance excelience.

Constraints Framework and Boundaries
Ruies/Procedures etc:

o Delivery of services must be constant with PFMA, PSGO, Parliamentary Service
Act, National Training Council Act. relevant statutory provisions and Government
policies.

» Funds must be used consistent with the reguirements of the PFMA.

» All directives issued by or instruction given by Chief of Security must be complied
to.

« Rostering for duty will come from Chief of Security as per Operational
requirements.

Recommendations.
« Adjust to make changes to the Government and Service policies.
s Staff movements

Ay
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55 Challenges

« Managing employees is a challenge because employees have different skills,
knowledge, experiences and sets of motivation. As a result, the major challenge is to
effectively coach and motivate employees intc an integrated team to achieve
Divisional goals and objectives.

« Funding shortfall in budgetary allocations presents a challenge in achieving Divisional
functional responsibiiities. A major challenge for this position is to implement
strategies t¢ achieve Divisional outcomes within kmited funding and time.

¢ Adeguate office equipment and supplies are vital for officers to use to achieve
Divisional objectives Therefore, the challenge is to ensure the employees have
adequate office equipment and materials to carry out their responsibilities.

8 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 Qualification
« Degree in Public Policy Management or equivalent tertiary qualification. Post Graduate
qualification in relevant field is highly desirable. ,)75\’_/

)9

6.2 Experience }
At least 5 - 10 years of experience at manageriai level

N

6.3 Knowledge
+ Understanding of the government machinery.
» Knowledge of the Parliamentary Service Act, security operations and other related
legislative provisions.
« Understanding of the Parliamentary Services Corporate Plan 2015 — 2017 and
Government directions in respect to the Parliament.
» Knowledge of principles and practices of good management and leadership.

6.4 Skills
« Skills in successful management of organizational programs and cultural change.
» Skills in team work and team management.
» Good negotiation and representational skills.
¢ Must he Computer Literate in Microsoft applications

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
I make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962. conscientious believing the statement contain therein to be true in every particular.

Signature - ' Signature
Employer (or its delegate) Employee
Date o " Date

3 I tob Desoription Form O & M2



1. IDENTIFICATION - POSITION NUMBER:
e o o PSS 013
- DEPARTMENT: " DESIGNATION/CLASSIFICATION:
Parham_entar! Service __Assistant Shift Supervisor 1, NFO4 =
" DIVISION: TLOCAL DESIGNATION:
|Lar_l__l_amentary Corporate & Support Service - Assistant Shift Supervisor .
| BRANCH: : REPORTING TO:
'Paﬂ'ament Security Services 'Sh_l_ft Supervisor A
"L OCATION. "INCUMBENT: \ B@w |
_Parliament House, Waigani, NCD I L ;’_ﬁ% 4 0; g?. ]
o H'STORY OFPCSITION 7/ 2%/ R
NP FILENO. EE_Q_F VARIATION | DETAILS
"ORG:1-14 30/10!_11____ 'Reno, Redes, Re-class, Revised Duties

ORG: 2

2. PURPOSE:
To assist Security Shift Supervisors and ensure commitment to the highest possible standards of
security control measures is maintained by staff through the supervision of daily operations and
security requirements of the National Parliament.

3. DIMENSION:

Budget:
Staff:
Others:

1&_3_'

PARLIAMENTARY SERVICE
JOB DESCRIPTION

. 24/00118 | Reclass/JD Revised

NA
Security Officers in his shift
Ensure all postings are conducted professionally, efficiently and effectively.

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

1

Maintain a current risk/threat analysis of all aspects of National Parliament operations
Assist with the evaluation and monitoring of technical equipment used in the field of
Security. Ensure the effectiveness of the existing equipment and recommend on the
suitability of new equipment for security usage

Mentor. coach and encourage Security Officers to achieve excellence in their work area.
Maintain up to date knowledge of new security requirements. practices, procedures and
processes in the National Parliament.

Liaise with and assist the Shift Supervisor or Deputy Chief of Security {Operations) as
necessary in the daily conduct of his duties.

Attend meetings as directed by Management.

Provide Daily Situation Reports and recommendations to Shift Superviser or Deputy Chief
of Security (Operations)

Carry out other duties as directed by the Chief of Security and the Deputy Chief of
Security (Operations).

Ensure security control measures refated to access control, secunty of the Parliament
Building and Precincts. posting of security officers and the security of all Parliamentarians
are consistently implemented effectively and efficiently.

Discipline security officers by taking perscnal responsibility in reporting to the Chief of
Security and the Deputy Chief of Security (Operations) officers who may have committed
a disciplinary offence.

Do regular perimeter patrols along the perimeter fence of the National Parliament and
inside its Building and Precincts to ensure no pentaining threat or risks are imminent.

L g [ AT P e T i G.OnE T
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5.

« Write reports of any security and safety incidence that occurs in the Parliament Building
and Precincts or at Parbament Owned Residences.

NATURE AND SCOPE:

5.1 Reporting Relationship

5.2

5.3

This position reports directly to the Security Shift Supervisor

Shift Supervisor
Security

___________ —

[ T
Assistant Shift | | Other Assistant .
Supervisor 1 i i5hift Supervisors; }, %Q**" ,
: . ¢
Internal: /oaglo 1Y
/ /

e Provide daily briefs to the Security Shift Supervisor.

« Liaise directly with fellow Assistant Shift Supervisors and Security Officers on areas
requiring co-ordination within the division.

s Liaise with Shifi Supervisor and Deputy Chief of Security on matters of interest and
importance referred by Parliament by the Management.

e Member of the Chief of Security's Middle Management Team in the absence of Security
Shift Supervisor.

External:
e Liaise with Police Department and other security organizations on security matters when
andg if directed by Chief of Security.

5.4 Work Environment

This position is a senior position and is responsible for ali security operation supervision on a
daily basis. The incumbent is required to have extensive knowledge and familiarity with
operational aspects of security related to the implementation of security control measures of a
Security Department or Division. As a Assistant Shift Superviser, it is important to encourage,
mentor and support staff to achieve performance excellence.

5.5 Constraints Framework and Boundaries

5.6

Rutes/Procedures etc:

» Delivery of services must be constant with PFMA, PSGO, Parliamentary Service Act.
relevant statutory provisions and Government policies.

« Funds must be used consistent with the requirements of the PFMA.

« All directives issued by or instruction given by Chief of Security or Deputy Chief of
Security must be complied to.

« Rostering for duty will come from Deputy Chief of Secunty as per Operational
reguirements.

Recommendations:
s Adjust to make changes to the daily secunty operations
s Staff movements and relief.

Challenges
o Supervising employees is a challenge because employees have different skills,
knowledge, experiences and sets of motivation. As a result. the major challenge is to
effectively coach and motivate employees into an integrated team to achieve day to
day operational requirements.
» Adequate office equipment and supplies are vital for officers to use to achieve
Divisional objectives. Therefore, ihe chanenge is 1o ensuré ihé empiGyess have

adequate office equipment and materials to carry out their responsibiiities.

[E foly Description Vormi P& M2



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

Qualification .

» Grade 12 Certificate with related security training qualification. Successful completion of
relevant Supervisory Courses is desirable.

Experience

At least 3 - 5 years of work experience at a supervisory level in a security envirenment.

Knowledge
Excellent spoken and written language in English.
Extensive knowledge of the Parliamentary Service Act and other related legisiative
provisions.
Understanding of the processes, procedures of investigation and writing of different types
of reports.

Skills

6.1

6.2

6.3

6.4

Organizationa! and report writing skills
Must have Supervision and team work skills
Good negotiation and representational skilis

Must be Computer Literate in Microsoft applications. }/ 1

People management skills / f !

Good spoken and written English ‘ -}/8‘__;‘; D’}‘l;‘ [ s
f

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
I make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every paricular.

~ Signature ' S Signature
Employer (or its delegate) Employee
St . U Date
FN fuin Desciiptivi Form P & M2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION  POSITION NUMBER:
y e .. PSS014
DEPARTMENT: DESIGNATION/CLASSIFICATION:
_Parliamentary Service ... | Security Officer, NPO3 .
DIVISION: LOCAL DESIGNATION:
_Parliamentary Corporate & Support Service | Security Officer e
- BRANCH: REPORTING TO: v
_Parliament Security Services _ Assistant Shift Supervisor ) }24\5_)‘_’ 1.
"TOCATION: /INCUMBENT YNy,
| Parliament House, Waigani, NCD LA RS A

HISTORY OF PQ_SLTION

NP FILE NO DATE_ QF_\ﬁR_IATION DETMLS -
| QRG 1- 14 | 30m0m14 Reno Redes Re clas_g_ﬁgy_:gged Duttes o
1ORG 2-18 __________%_24_"09”8 e ,Ref"asﬁi@_f?ﬂ!?;tw e I
2. PURPOSE
To ensure the safety and protection of Parliamentarians, National Parliament Staff, Others Users

and Visitors, National Parfiament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

*

Consistently maintain a 24/7 state of readiness in whitst working in preparation of any likely
emergency, crisis and/or disruption to daily operations of the National Parliament.

Do regular perimeter patrols along the perimeter fence of the National Parliament and inside its
Building and Precincts to ensure no pertaining threat or risks are imminent.

Immediately respond to any call for assistance in matters of security related to the protection of
Parliamentarians, staff, visitors and others and company property/assets at any given time.
Maintain up to date knowledge of new security reguirements, practices. procedures and
processes in the National Parliament.

Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daily
conduct of his duties.

Actively participate in counter measures directed at resolving unlawful offences or threats
committed against Pariamentarians, staff. visitors and others and company property/assets.
Provide Daily Situation Reports and recommendations to Shift Superviscr or Assistant Shift
Supervisor

Carry out other duties as directed by the Chiet of Security and the Deputy Chief of Security
{Operations)

Provide escort and protectign for Parliamentarians and Senior Management where a need is
identified

Ensure security controi measures relaied to access controi. security of the Parliament Builaing
and Precincts. posting of security officers and the security of all Parliamentarians are consistently
implemented effectively and efficiently.

: TN RN | NS :
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e Take personal responsibility in reporting to the Chief of Security and the Deputy Chief of Security
(Operations) any fellow security officers or other staff of Parliament who may have committed a
disciplinary offence

« Write reports of any security and safety incidence that occurs in the Parliament Building and
Frecincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports directly to the Assistant Shift Security Supervisor

Assistant Shift
Supervisor 'j
- WA \
!_ / A q 4
Security Officer '"L{jj__f D@',f‘ f

5.2 internal;
. Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor.
» Liaise directly with fellow Security Officers on areas requiring co-ordination within the
divisicn.
« Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.
£.3 External:
e Liaise with Police Department and other security organizations on security matters when
and if directed by Chief of Security.
5.4 Work Environment
This position is responsible for carrying out all security operations on a daily basis.
The incumbent is required to have extensive knowledge and familiarity with security duties
and responsibilities. Require d to implement all security contral measures and other security
requirements of the National Parliament on a daily basis.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

« Delivery of services must be constant with PFMA, PSGO, Parliamentary Service Act
National Training Councit Act, relevant statutory provisicns and Government policies.

¢ Funds must be used consistent with the requirements of the PFMA.

« All directives issued by or instruction given by Chief of Security or Deputy Chief of
Security must be complied to.

« Rostering for duty will come from Deputy Chief of Security as per Operational
requirements.

Recommendations:

« Adjust to make changes to the Government and Service policies.

» Staff movements

56 Challenges

« Carrying out security responsibilities and duties is a challenge because you encounter
various security and safety situation so employees must have good public relations and
decision-making skills, knowledge and experiences.

s Funding shortfall in budgetary allocations presents a chalienge n achieving Divisional
functional responsibilities. A major challenge for this position is to implement strategies to
achieve Divisional outcomes within limited funding and time

21 L fob Desoripuon Forisnn il & B 2



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
o Grade 10 or 12 Certificate with relevant security training Successful completion of
relevant Supervisory Courses would be desirable.

6.2 Experience
At least 3 - 5 years of experience in a security environment.

6.3 Knowledge
o Excellent understanding of the government machinery.
+ Extensive knowledge of the Parliamentary Service Act and other related legisiative
provisions.
= Understanding of the processes, procedures and legislation with regards to
investigations in respect to the National Parliament.
+ Knowledge of principles and practices of good management and leadership.

6.4 Skills
« (ood command of English and report writing skills N
+ Must have Supervision and team work skills "'}yr/q A
+ Good negotiation and representationai skills 7/(5}03 [ (-,
+ Must be Computer Literate in Microsoft applications. i i

» People management skills

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutery Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

* Signature Signature
Employer (or its delegate) Employee
_________ Date o . " Bate

3 P3 fob Gescription Form O & M7



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER
e . o PSS 015
. DEPARTMENT. DESIGNATION/CLASSIFICATION.
_Parliamentary Service . Security Officer, NPO3
" DIVISION: . LOCAL DESIGNATION:
?_F{gr!iameqtgm_gpg_porate & Support Service Set‘:ur rity Officer )
- BRANCH: REPORTING TO!

Parliament Security Services | Assistant Shift Supervisor

LOCATION JNCUMBENT

_Parliament House, Waigani, NCO

' 'HISTORY OF POSITION

NP FI_I_.E NO. I}ATE OF VARIATIQN__ DETAILS L
- ORG:1-14 - 30/10114 o Reno, Redes. Re-class, Reviss:
' ORGL 2 -18 _ 2_4_!__@_9_!13___ Reclassil) Poyvisad
2. PURPOSE:
To ensure the safety and protection of Parliamentarians, National Parliament Staff. Others Users

and Visitors, National Parliament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities.

3. DIMENSION:
Budget: NA
Staff: NA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

-

Consistently maintain a 24/7 state of readiness in whilst working in preparation of any likely
emergency. crisis and/or disruption to daily operations of the National Parliament

Do regular perimeter patrols along the perimeter fence of the National Parliament and inside s
Building and Precincts to ensure no pertaining threat or risks are imminent

Immediately respond to any call for assistance in matters of security related to the protection of
Parliamentarians. staff. visitors and others and company property/assets at any given tme.
Maintain up to date knowledge of new security requirements. practices. procedures and
processes in the Nationa: Parliament.

Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daity
conduct of his duties

Actively participale 1 counter measures directed at resolving uniawful offences or threats
committed against Parhamentanans. staff. visitors and others and company property/assets
Provide Daily Situation Reports and recommendations to Shift Supervisor or Assistant Shift
Supervisor

Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
{Operations)

Provide escort and protechion for Parhamentarians and Senior Management where a need s
identified

Ensure security controi measwes related 10 aucess controi secunty of the Pariiament Building
and Precincts. posting of security officers and the security of all Parhamentanans are consistently
implemented effectively and efficiently.

[ I



» Take personal responsibility in reporting to the Chief of Security and the Deputy Chief of Security
(Operations) any fellow security officers or other staff of Parliament who may have committed a
disciplinary offence

= Write reports of any security and safety incidence that occurs in the Parliament Building and
Precincts or at Pariiament Owned Residences.

5. NATURE AND SCOPE:

5.1

Reporting Relationship

This position reports directly to the Assistant Shift Security Supervisor

Assistant Shift
Supervisor
N .
Pt )
: - ;0. ;
3 rity Officer 4 m@l 1)}_ { f

5.2 Internal:

Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor.

Liaise directly with fellow Security Officers on areas requiring co-ordination within the
division.

Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.

5.3 External:

Liaise with Police Department and other security organizations on security matters when
and if directed by Chief of Security.

5.4 Work Environment
This position is responsible for carrying out all security operations on a daily basis.
The incumbent is required to have extensive knowledge and familiarity with security duties
and responsibilities. Require d to implement all security control measures and other security
requirements of the Nationa! Parliament on a daily basis.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

Delivery of services must be constant with PFMA, PSGO, Partiamentary Service Act,
Nationat Training Council Act. relevant statutory provisions and Government poiicies.
Funds must be used consistent with the requirements of the PFMA,

All directives issued by or instruction given by Chief of Secunty or Deputy Chief of
Security must be complied to.

Rostering for duty will come from Deputy Chief of Security as per Operational
requireaments.

Recommendations:

Adjust to make changes to the Government and Service policies.
Staff movements

5.6 Challenges

»

Carrying out security responsibilites and duties is a challenge hecause you encounter
various security and safety situation so empioyees must have good public refations and
decision-making skills. knowledge and experignces.

Funding shertfall in budgetary allocations presents a chalienge in achieving Divisional
functional responsibilities. A major chalienge for this position is to implement strategies to
achieve Divisional outcemes within limited funding and time.

o8 job Diswriptioi Form & M2



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
» Grade 10 or 12 Cerificate with relevant security training. Successful completion of
relevant Supervisory Courses would be desirabie.

6.2 Experience
At feast 3 - 5 years of experience in a security environment.

6.3 Knowledge
s+ Excellent understandging of the government machinery.
+ Extensive knowledge of the Parliamentary Service Act and other related legislative
provisicns.
» Understanding of the processes, procedures and legisiation with regards fo
investigations in respect to the Naticnal Parkament.
« Knowledge of principles and practices of good management and leadership.

6.4 Skills
s Good command of English and report writing skills
« Must have Supervision and team work skills ™
» (Good negotiation and representational skil's \ &\W\f‘/
+ Must be Computer Literate in Microsoft applications. / -
2% /o-:b/} 1

* People management skills

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature  Signature
Employer (or its delegate) Employee
" Date o o  Date

3 BN fub Desuination Form O K M2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER:
e .. PSS 016 __ S
DEPARTMENT:  DESIGNATION/CLASSIFICATION:
. Parliamentary Service  Security Officer, NP03 _ :
i DIVISION: - LOCAL DESIGNATION. ;
- Parliamentary Corporate & Support Service _ | . Security Officer S
. BRANCH: | REPORTING TO: 3
| Parliament Security Services | Assistant Shift Supervisor \,-"]ﬂ\wﬂ g i
/ -
200 1]

LOCATION: INCUMBENT:
‘ Parliament House, Waigani, NCD ‘

' HISTORY OF POS!TION

NP FILE NO. | DATE OF VARIATION | DETAILS
' ORG: 1- 14 [30M0(14 | Reno, Redes_ Re class, Revised Duties
ORG:2-18 | 24/09/18 | Reclass/JD Revised S

2. PURPOSE
To ensure the safety and protection of Parliamentarians, National Parliament Staff, Others Users
and Visitors, National Parliament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities.

3. DIMENSION;:
Budget: NA
Staft: NA
Others: NA

4, PRINCIPAL ACCOUNTABILITIES {(MAJOR DUTIES)

+ Consistently maintain a 24/7 state of readiness in whilst working in preparation of any likely
emergency, crisis and/or disruption to daily operations of the National Parliament.

» Do regular perimeter patrols along the perimeter fence of the National Pariiament and inside its
Building and Precincts to ensure no pertaining threat or risks are imminent.

» Immediately respond to any cail for assistance in matters of security related to the protection of
Parliamentarians, staff, visitors and others and company property/assets at any given time.

o Maintain up to date knowiedge of new security requirements, practices, procedures and
processes in the National Parliament,

« Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daily
conduct of his duties.

¢ Actively participate in counter measures directed at resolving unlawful offences or threats
committed against Parliamentarians, staff, visitors and others and company property/assets.

« Provide Daily Situation Reports and recommendations to Shift Supervisor or Assistant Shift
Supervisor

e Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
{Operations}

s Provide escort and protection for Parliamentarians and Senicr Management where a need is
identified

« Ensure secunty control measures related to access control, security of the Pariiament Building
and Precincts, posting of security officers and the security of alt Parliamentanans are consistently
implemented effectively and efficiently.

i: K forny Liesciiption Forto O & M 4



s Take personal responsibility in reporting to the Chief of Security and the Deputy Chief of Security
{Operations) any fellow security officers or other staff of Parliament who may have committed a
disciplinary offence

s Write reports of any security and safety incidence that occurs in the Parliament Building and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports directly to the Assistant Shift Security Supervisor

| Assistant Shift
Supervisor

o A

| 7
Security Oﬂ’icer% V5703 ) e

/
5.2 Internal:
. Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor.
o Liaise directly with feliow Security Officers on areas requiring co-ordination within the
division.
« Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.
5.3 External:
« Liaise with Police Department and other security organizations on secunty matters when
and if directed by Chief of Security.
5.4 Work Environment
This position is responsible for carrying out all security operations on a daily basis.
The incumbent is required to have extensive knowledge and familiarity with security duties
and responsibilities. Require d to implement all security control measures and other security
requirements of the National Parliament on a daily basis.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

« Delivery of services must be constant with PFMA. PSGO. Pariiamentary Service Act.
Naticnal Training Council Act. relevant statutory provisions and Government policies.

« Funds must be used consistent with the requirements of the PFMA.

» Al directives issued by or instruction given by Chief of Secunty or Deputy Chief of
Security must be complied to.

+ Rostering for duty will come from Deputy Chief of Security as per Operational
requirements.

Recommendations:

« Adjust to make changes to the Government and Service poiicies.

o Staff movements

56 Challenges

« Carrying out security responsibilites and duties is a chalienge because you encounter
various security and safety situation so empioyees must have good public relations and
gecision-making skilis, knowiedge and experiences.

« Funding shortfall in budgetary allocations presents a challenge in achieving Divisional
functionat responsibilities. A major challenge for this position is to implement strategies to
achieve Divisional outcomes within limited funding and time

I
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6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
s Grade 10 or 12 Cerificate with relevant security training. Successful completion of
relevant Supervisory Courses would be desirable.

6.2 Experience
At least 3 - 5 years of experience in a security environment.

6.3 Knowledge
» Excelient understanding of the government machinery.
« Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.
e Understanding of the processes, procedures and legislation with regards to
investigations in respect to the National Parliament.
» Knowledge of principles and practices of good management and leadership.

6.4 Skills
¢ Good command of English and report writing skills N
« Must have Supervision and team work skills 75\'\';/ b
e Good negotiation and representationat skills 2%/°3 /[
oy

« Must be Computer Literate in Microsoft applications.
« People management skills

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein te be true in every particular,

Signature  Signature
Employer (or its delegate) Employee
 Bate e Bate

3 " fody eactiption



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION ’ POSITION NUMBER:

e ... . PpSSO017 o o
DEPARTMENT: DESEGNATIONKCLASSIFICATION
Parliamentary Service L - Security Officer, NP3 -

DIVISION: o ~ LOCAL DESIGNATION:
~Parliamentary Corporate & Support Setvice _Security Officer__ L

- BRANCH: REPORTING TO:

' Parliament Security Services

: Assistant Shift Supervisor _‘ ]

--4

HISTORY OF POSITION

NP FILENO. | DATE OF VARIATION | DETAILS

|
ORG 1-14 30110114 -
LORG 2-18 i__Zf}i@’l@__ | ‘Reclass/JD Revised

T Reno, Redes, Re-class, Revised Duties

2. PURPOSE:
To ensure the safety and protection of Parliamentarians, National Parliament Staff, Others Users
and Visitors, National Parliament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities.

3. DIMENSION:

Budget: NA
Staff: MNA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

Consistently maintain a 24/7 state of readiness in whilst working in preparation of any likely
emergency, crisis and/er disruption to datly operations of the National Parliament.

Do regular perimeter patrols along the perimeter fence of the National Parliament and inside its
Building and Precincts to ensure no pertaining threat or nisks are imminent.

Immediately respond to any call for assistance in matters of security related to the protection of
Parliamentarians, staff, visitors and others and company properiy/assets at any given time.
Maintain up to date knowledge of new security requirements. practices, procedures and
processes in the Nationai Parliament.

Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daily
conduct of his duties.

Actively participate in counter measures directed at resolving unfawful offences or threats
committed against Parliamentarians. staff. visitors and others and company property/assets.
Provide Daily Situation Reports and recommendations to Shift Supervisor or Assistant Shift
Supervisor

Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
{Operations)

Provide escort and protection for Parliamentarians and Senior Management where a need is
identified

Ensure security control measures related to access control. security of the Parliament Building
and Precincts. posting of security officers and the security of all Parliamentarians are consistently
implemented effectively and efficiently.

i FS Jubs Tiese ripiv Forni O & M2
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« Take personal responsibility in reporting to the Chief of Security and the Deputy Chief of Security
(Operations) any fellow security officers or cther staff of Parliament who may have committed a
disciplinary offence

« Write reports of any security and safety incidence that occurs in the Parliament Building and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports cjwec:tly to the Assistant Shift Securnty Supervisor

Assistant Shift

Supervisor k

I
2510319
i

Security Officer,

5.2 Internat:
. Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor.
» Liaise directly with fellow Security Officers on areas requiring co-ordination within the
division.
e liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.
5.3 External:
» Liaise with Police Department and other security organizations on security matters when
and if directed by Chief of Security.
5.4 Work Environment
This position is respansible for carrying out all security operations on a daily basis.
The incumbent is reguired to have extensive knowledge and familianty with security duties
and responsibilities. Require d to implement all security control measures and other security
requirements of the National Parliament on a daily basis.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

» Delivery of services must be constant with PFMA, PSGO, Parliamentary Service Act,
National Training Council Act, relevant statutory provisions and Government policies.

» Funds must be used consistent with the requirements of the PFMA

» All directives issued by or instruction given by Chief of Security or Deputy Chief of
Security must be compilied to

+ Rostering for duty will come from Deputy Chief of Security as per Operational
requirements

Recommendations:

« Adjust to make changes to the Government and Service policies.

s Staff movements

5.6 Challenges

« Carrying out security responsibilities and dubies 1s a challenge because you encounter
various security and safety situation so employees must have good public relations and
decision-making skills. knowledge and experiences

« Funding shortfall in budgetary allocations presents a challenge in achieving Divisional
functional responsibilities. A major challenge for this position is to implement strategies to
achieve Divisional outcomes within limited funding and time

2] FS job frescription Forim € & M2



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKIiLLS
6.1 Qualification
s Grade 10 or 12 Certificate with relevant security training. Successful completion of
relevant Supervisory Courses would be desirable.

6.2 Experience
At jeast 3 - 5 years of experience in a security environment.

6.3 Knowiledge
« FExcellent understanding of the government machinery.
» Extensive knowledge of the Parliamentary Service Act and ather related legislative
provisions.
e Understanding of the processes, procedures and legisiation with regards to
investigations in respect to the National Parliament.
« Knowiledge of principies and practices of good management and leadership.

6.4 Skills
¢ Good command of English and report writing skills N
« Must have Supervision and team work skills ; }M ] -
e Good negotiation and representational skills /' K Sf 03
* Must be Computer Literate in Microsoft applications. /" v

s People management skills
7. STATEMENT BY THE EMPLOYER AND EMPLOYEE

| make this solemn deciaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

" signature ~ Signature
Employer (or its delegate) Employee
Date S Date

A
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION - POSITION NUMBER: :
e C ... _Pssoi8 S
. DEPARTMENT: DESIGNATION/CLASSIFICATION:

. Parliamentary Service S ~_Security Officer, NP0O3
| DIVISION: LOCAL DESIGNATION:
| Parliamentary Corporate & Support Service ~ Security Officer
| BRANCH: REPORTING TO:

L Parliament Security Services _ | Assistant Shift Supervisor
| LOCATION: ' INCUMBENT:

Parliament House, Waigani, NCD | .
H FSTORY OF POSITION

NP FILENO. | DATE OF VARIATION | DETAILS -

! OR_Q_‘I_ -14 30{1_0.{1_4_“ - Reno, Redes Re- class Rev.sed Duﬂes g

,__QRG 2-18  [24/09/18 | ReclassiJD Revised o
2. PURPOSE:

To ensure the safety and protection of Parliamentarians, Nationat Parliament Staff, Others Users
and Visitors, National Parfiament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

« Consistently maintain a 24/7 state of readiness in whilst working in preparation of any likely
emergency, crisis and/or disruption to daily operations of the National Parliament.

» Do regular perimeter patrols along the perimeter fence of the National Parliament and inside its
Building and Precincts to ensure no pertaining threat or risks are imminent.

» Immediately respond to any call for assistance in matters of security related to the protection of
Parliamentarians. staff, visitors and others and company property/assets at any given time.

+ Maintain up to date knowledge of new security requirements, practices, procedures and
processes in the National Parliament.

» Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daily
conduct of his duties.

e Actively participate in counter measures directed at resolving unlawful offences or threats
committed against Parliamentarians. staff, visitors and others and company property/assets.

e Provide Daily Situation Reports and recommendations to Shift Supervisor or Assistant Shift

Supervisor

« Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
{Operations)

» Provide escort and protection for Pariiamentarians and Senior Management where a need ts
identified

« Ensure secunty control measures related to access control, security of the Parliament Buiding
and Precincts. posting of security officers and the security of all Parliamentarians are consistently
implemented effectively and efficiently.

1! "™ inn Plescripran Form Oa b2



» Take personal responsibility in reporting to the Chief of Security and the Deputy Chief of Security
{Operations) any fellow security officers or other staff of Parliament who may have committed a
disciplinary offence

» Write reports of any security and safety incidence that occurs in the Parliament Building and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This p05|t|on reports directly to the Assistant Shift Security Supervisor

 Assistant Shift
{ Supervisor
L H
Security Officer] } M3 l {
i ﬂ%;
5.2 Internal:
. Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor.
« Liaise directly with fellow Security Officers on areas requiring co-ordination within the
division.

+ Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.
5.3 External
¢ Liaise with Police Department and other security organizations on security matters when
and if directed by Chief of Security.
5.4 Work Environment
This position is responsible for carrying out all security operations on a daily basis.
The incumbent is required to have extensive knowledge and familianty with security duties
and responsibilities. Require d to implement all security control measures and other security
requirements of the National Parliament on a daily basis.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

» Delivery of services must be constant with PFMA. PSGO. Parliamentary Service Act.
National Training Council Act, relevant statutory provisions and Government policies.

e Funds must be used consistent with the requirements of the PFMA,

o All directives issued by or instruction given by Chief of Secunty or Deputy Chief of
Security must be complied to.

+ Rostering for duty will come from Deputy Chief of Security as per Operational
requiremenis.

Recommendations:

« Adjust to make changes to the Government and Service policies.

¢ Staff movements

5.6 Challenges

« Carrying out security responsibilities and duties is a challenge because you encounter
various security and safety situation so employees must have good public relations and
decision-making skills. knowledge and experiences.

+ Funding shortfall in budgetary allocations presents a challenge in achieving Divisional
functional responsibilities. A major challenge for this position 1s to implement strategies to
achieve Divisional gutcomes within [imited funding and time.

23 by fah Llescription Form O& M2
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6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Grade 10 or 12 Certificate with relevant security training. Successful completion of
relevant Supervisory Courses would be desirable.

6.2 Experience
At least 3 - 5 years of experience in a security environment.

6.3 Knowledge
« Excellent understanding of the government machinery.
« Extensive knowledge of the Pariiamentary Service Act and other related legislative
Provisions.
o Understanding of the processes, procedures and legislation with regards to
investigations in respect to the National Parliament.
« Knowledge of principles and practices of good management and leadership.

6.4  Skills
e Good command of English and report writing skills ~
Must have Supervision and team work skills V1
Mt v Suprion nd e s IR
» Good negotiation and representational skilis ! } [ ‘7
« Must be Computer Literate in Microsoft applications. "%!" 03’_."

» People management skills

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962. conscientious believing the statement contain therein to be true in every particular.

Signature o : ~ Signature
Empiloyer {or its delegate) Emptoyee
Date o - Date
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER:
. e ... PSs013 e
' DEPARTMENT: DESIGNATION/CLASSIFICATION:
. Parliamentary Service - . Security Officer, NPO3 o
“DIVISION: - LOCAL DESIGNATION:
. Parliamentary Corporate & Support Service _..___$99u"ty Officer =
: BRANCH: . REPORTING TO: . Ty
Parllamﬂ Security Servicess | | Assistant Shift Supervisor Y }OV”:{ . __g'%
"LOCATION | INCUMBENT ~ 5 ioh i
_Parfiament House, Waigani, NCD SR N e e A
HISTORY OF POSITION
[NPFILENO. | DATE OF VARIATION | DETAILS . o
ORG 1-14 3011014 Reno, Redes, Re-class, Revised Duties ~
ORG 2-18  .24/09/18  !Reclass/JDR Revlsed
2. PURPOSE:

To ensure the safety and protection of Parliamentarians, National Parliament Staff, Others Users
and Visitors, National Patliament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities

3. DIMENSION:
Budget: NA
Staff: NA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

« Consistently maintain a 24/7 state of readiness in whilst working in preparation of any likely
emergency. crisis and/or disruption to daily operations of the National Parliament.

« Do regular perimeter patrols along the perimeter fence of the National Parliament and inside its
Building and Precincts to ensure ne pertaining threat or risks are imminent.

« immediately respond to any call for assistance in matters of security related to the protection of
Parfiamentarians, staff, visitors and others and company property/assets at any given time.

e« Maintain up to date knowledge of new security requirements, practices, procedures and
processes in the National Parliament.

s Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daily
conduct of his duties.

» Actively participate in counter measures directed at resolving unlawful offences or threats
committed against Parliamentarians, staff, visitors and others and company property/assets.

+ Provide Daily Situation Reports and recommendations to Shift Supervisor or Assistant Shift

Supervisor

e Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
(Operations)

« Provide escort and protection for Parliamentanans and Senior Management where a need s
identified

« Ensure security cantrol measures related to access control. security of the Parliament Building
and Precincts, posting of security officers and the security of all Parliamentanans are consistently
implemented effectively and efficiently.

1 £ inh PSeTIDRIon tortn & M2




» Take perscnal responsibility in reporting to the Chief of Security and the Deputy Chief of Security
{Operations) any fellow security officers or other staff of Parliament who may have committed a
disciplinary offence

»  Write reports of any security and safety incidence that occurs in the Parliament Building and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:

51

Reporting Relationship

This position reports directly to the Assistant Shift Security Supervisor

Assistant Shift
Supervisor
e ] N
Security Officer i q,% 10 f i

5.2 Internal:

Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor.

Liaise directly with feliow Security Officers on areas requwing co-ordination within the
division.

Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.

5.3 External:

Liaise with Police Depariment and other security organizations on security matters when
and if directed by Chief of Security.

§.4 Work Environment
This position is responsible for carrying out all security operations on a daily basis.
The incumbent is required to have extensive knowledge and familiarity with securty duties
and responsibilities. Require d to impiement all security control measures and cther secunty
requirements of the National Parliament on a daily basis.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

Delivery of services must be constant with PFMA. PSGO. Parhamentary Service Act.
National Training Council Act. relevant statutory provisions and Government policies.
Funds must be used consistent with the requirements of the PFMA.

Ali directives issued by or instruction given by Chief of Secunity or Deputy Chief of
Security must be complied to.

Rostenng for duty wilt come from Deputy Chief of Secunty as per Operational
requirements

Recommendations:

Adjust to make changes to the Government and Service policies.
Staff movements

5.6  Chalienges

Carrying out security responsibiities and duties 1s a challenge because you encounter
various security and safety situation so employees must have good public relations and
decision-making skills. knowledge and experiences.

Funding shortfall in budgetary allocations presents a challenge in achieving Divisional
functional responsibilities. A major challenge for this position is to implement strategies to
achieve Divisional outcomes within imited funding and time.

by lob Deseription Finaen G & M2



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Grade 10 or 12 Cerificate with relevant security training. Successful compietion of
relevant Supervisory Courses would be desirable.

6.2 Experience
At least 3 - 5 years of experience in a security environment.

6.3 Knowledge
» Excellent understanding of the government machinery.
e Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.
¢« Understanding of the processes, procedures and legistation with regards to
investigations in respect to the National Parliament.
« Knowledge of principles and practices of good management and leadership.

6.4  Skilis
o Good command of English and report writing skilts
« Must have Supervision and team work skills W \ &
» Good negotiation and representaticnal skills VAN 0(5 I =
« Must be Computer Literate in Microsoft applications. 1 /

¢« People management skills

7. STATEMENT BY THE EMPILOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1862, conscientious believing the statement contain therein to be true in every parlicular.

Signature ~ Signature
Employer (or its delegate) Empioyee
Date o Date
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PARLIAMENTARY SERVICE
JOB DESCREPTION

and Visitors, National Parliament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities.

3. DIMENSION:

Budget: NA
Staff: MNA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

Consistently maintain a 24/7 state of readiness in whilst working 1n preparation of any lkely
emergency. crisis and/or disruption to daily operations of the National Pariiament.

Do regular perimeter patrols along the perimeter fence of the National Parliament and inside its
Building and Precincts to ensure no pertaining threat or risks are imminent.

immediately respond to any call for assistance in matters of security related to the protection of
Parliamentarians. staff, visitors and others and company property/assets at any given time.
Maintain up to date knowledge of new security requirements practices. procedures and
precesses in the Nationai Parliament.

Liaise with and assist the Shift Superviscr or Assistant Shift Supervisor as necessary in the datly
ronduct of his duties

Actively participate in counter measures directed at resolving uniawfui offences or threats
committed against Parlamentanans. siaff. visi{ors and others and company property/assets.
Provide Daily Situation Reports and recommendations to Shift Supervisor or Assistant Shift
Supervisor

Carry out other duties as directed by the Chief of Security and the Deputy Chief of Securty
{Operationsi

Provide escort anda protection for Parhamentarians and Senior Management where a need
identified

Ensura secufty comrol measures related to access control, securty of the Parliament Buiiding
and Precincts. posting of secunity officers and the security of all Parliamentarians are consistently
implemented effectively and efficientty.

[ it I LN IS § L N T PR Y

1. IDENTIFICATION POSITION NUMBER:
e  Psso20
DEPARTMENT: DESIGNATION/CLASSIFICATION:
Parliamentary Service _ Security Officer, NPO3
- DIVISION . LOCAL DESIGNATION:
Parliamentary Corporate & Support Service . Security Officer -
BRANCH: REPORTING TO:
_ Parliament Security Services ____ Assistant Shift Supervisor ."‘1 | oy
LOCATION: INCUMBENT. ;};«\ﬁ;" !
Parliament House, Waigani, NCD | Vsl od
HESTORY OF POSITION i {
NP F!LE N_Q_________ DATE OF VARIAT!ON DETAILS L
I ORG: 1-14 3010114 Reno Redes. Re class, Re.
ORG:2-18 24?09f18 . ReglassuD Revsed
2. PURPOSE:
To ensure the safety and protection of Parliamentarians, National Parliament Staff, Others Users



» Take personal responsibility in reporting to the Chief of Security and the Deputy Chief of Security
(Operations) any fellow security officers or other staff of Partiament who may have committed a
disciplnary offence

+« Write reports of any security and safety incidence that occurs in the Parliament Building and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:

5.1

5.2

Reporting Relationship

This position reports directly to the Assistant Shift Security Supervisor

Internal:

%Assistant Shift
| Supervisor
curity r 25 0% [
/

Provide daily briefs to the Assistant Security Shift Superviser and the Security Shift
Supervisor.

Liaise directly with fellow Security Officers cn areas requiring co-ordination within the
division.

Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.

5.3 External:

Liaise with Police Department and other security organizations on security matters when
and if directed by Chief of Security.

5.4 Work Environment

This position is responsibie for carrying out all security operations on a datly basis.

The incumbent 1s required to have extensive knowledge and familiarity with security duties
and responsibilities. Require d to implement all security control measures and other security
requirements of the National Parliament on a daily basis.

5.5 Constraints Framework and Boundaries

5.6

Rules/Procedures etc:

Delivery of services must be constant with PFMA. PSGO. Parliamentary Service Act,
National Training Council Act. relevant statutery provisions and Government policies.
Funds must be used consistent with the requirements of the PFMA.

All directives issued by or instruction given by Chief of Security or Deputy Chief of
Security must be complied to.

Rostering for duty will come from Deputy Chief of Security as per Operational
requirements,

Recommendations:

L

Adjust to make changes to the Government and Service poficies.
Staff movements

Challenges

Carrying out security responsibilities and duties is a challenge because you encounter
various security and safety situation so employees must have good public refations and
decision-making skills. knowledge and experiences.

Funding shorfall in budgetary allocations presents a challenge in achieving Divisional
functional responsibilities. A major challenge for this position is to implement strategies to
achieve Divisional outcomes within limited funding and time

PA iob Bescription Fuiin O & M2



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
e Grade 10 or 12 Certificate with retevant security training Successful completion of
relevant Supervisory Courses would be desirable.

6.2 Experience
At least 3 - 5 years of experience in a security environment.

6.3 Knowledge
» Excellent understanding of the government machinery.
« Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.
e Understanding of the processes, procedures and legislation with regards to
investigations in respect to the National Parliament.
» Knowledge of principies and practices of good management and leadership.

6.4 Skills
« Good command of English and report writing skills
s Must have Supervision and team work skills
« Good negotiation and representational skills }4\’@“’ ;
» Must be Computer Literate in Microsoft applications. , "yg/l);? f ) ?
« People management skiils

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Ségnét'u'rém"m ' ' . Signature
Employer (or its delegate) Employee

 Date - Date

B - I Ty ’
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

To ensure commitment to the highest possible standards of security control measures s maintained
by staff through the supervision of daily operations of the shift and security requirements of the
National Parliament.

3. DIMENSION:

Budget:
Staff:
Others;

NA
Direct subordinates: Assistant Security Shift Supervisors and Security Officers
Ensure all trainings are conducted professionally. efficiently and effectively.

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

fu—y

Mamntain a current risk/threat analysis of all aspects of National Parliament operations.

Assist with the evaluation and monitoring of technicat equipment used in the field of Security.
Ensure the effectiveness of the existing equipment and recommend on the suitability of new
equipment for security usage.

Mentor. coach and encourage Assistant Security Shift Supervisors and Secunty Officers to
achieve excellence in their work area.

Maintain up to date knowledge of new security requirements. practices procedures and
nrocesses i the Naticnal Parliament

Liaise with and assist the Deputy Chief of Security (Operations) as necessary i the daly
conduct of his duties.

Attend meetings as directed by Management.

Frovide Daily Situation Reports and recommendations o Deputy Chief of Securiy
(Cperations}

Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
(Operations).

Ensure securtty control measures reiated to access control secunty of the Parliament
Buiiding and *recincts. posting of security officers and the security of all Parhamenrtanans
are consistently implemented effectively and ethiciently

Discipline sacunty officers by taking personal responsibilty in reporting to the Chief of
Security and the Deputy Chief of Securty (Operations) officers who may have committed a
disciplinary offence.

1. IDENTIFICATION POSITION NUMBER
......... [T . . PSS 021
DEPARTMENT. DESIGNATION!CLASSIFiCATION
Parliamentary Service - Shlft Supervisor 2, NPO5
DIVISION. LOCAL DESIGNATION:
_Parliamentary Corporate & Support Service . Shift Supervisor2 o
BRANCH: "REPORTING TO:
Parliament Security Services ) - Deputy Chief of Security Operations o )
LOCATION: INCUMBENT: N b
_Parliament House, Waigani, NCD__ e S— A2
HISTORY QF POSITION _ 4,’}-3 o 7__.' :
NP FILENO. | DATE OF VARIATION DETAILS A
"ORG: 1- 14 4'30!10;‘14 o Reno Redes_Be -class, Re g
"ORG 2-18 | 24109718 . Reclass/JU Revisea —
2. PURPOSE:



Do reguiar perimeter patrols along the perimeter fence of the National Parliament and inside
its Building and Precincts to ensure no pertaining threat or risks are imminent.

«  Write reports of any security and safety incidence that occurs in the Parliament Building an

Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:

5.1

Reporting Relationship

This position reports directly to the Deputy Chief of Security

5.2 Internal:

Deputy Chief
. of Security .

| SO

shift  Other Shift A "’TJ
Supervisor 2| ; Supervisors j

I . f /2%:0 f} ) l

Provide daily briefs to the Deputy Chief of Security. i

Liaise directly with fellow Shift Supervisors and Assistant Shift Supervisors on areas
requiring co-ordination within the division.

Liaise with Deputy Chief of Security on matters of interest and importance referred by
Parliament by the Management.

Member of the Chief of Security's Middie Management Team.

Jp——

9

6.3 External:

Liaise with Poiice Department and other security organizations on security matters when
and if directed by Chief of Security.

5.4 Work Environment
This position is a senior position and is responsible for all security operation supervision on a
daily basis. The incumbent is required to have extensive knowledge and familiarity with
operational aspects of security retated to the implementation of security control measures of a
Security Department or Division. As a Supervisor, it is important to encourage, mentor and
support staff to achieve performance excellence.

5.5 Constraints Framework and Boundaries
Ruies/Procedures etc:

Delivery of services must be constant with PFMA, PSGO, Parliamentary Service Act,
National Training Council Act, relevant statutory provisions and Government policies.
Funds must be used consistent with the requirements of the PFMA.

All directives issued by or instruction given by Chief of Security or Deputy Chief of
Security must be complied to.

Rostering for duty will come from Deputy Chief of Security as per Operational
requirements.

Recommendations;

*

Adjust to make changes to the Government and Service policies.
Staff movements

5.6 Challenges

Supervising employees is a challenge because employees have different skills.
knowledge, experiences and sets of motivation. As a result. the major chailenge is to
effectively coach and motivate employees into an integrated team to achieve day to day
operational reguirements.

e f R Coat T iamn F1 KA Y
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6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKIL.LS
6.1 Qualification
e Grade 12 Certificate with relevant training in Security industries or equivaient tertary
quakification  Successfui completion of reievant Supervisory Courses is dessrable.
6.2 Experience
At teast 3 - 5 years of experience in a training environment
6.3 Knowledge
¢ Excellent understanding of the government machinery.
« Extensive knowledge of the Parllamentary Service Act and other related legislative
provisions.
o Understanding of the processes. procedures and legislation with regards to
investigations in respect to the National Parliament.
« Knowledge of principles and practices of good management and leadership.
6.4 Skills
« Good supervision and organizational skills

» Skills in team work and team supervision. N

» Good negotiation and representational skills. ' j;h?"“f b
e Must be Computer Literate in Microsoft applications. 2K 53, 17
+ People management skills knowiedge. - f 7

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
i make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature h Signature
Employer {or its delegate) Employee
Date Date



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER
L o . .Psso022 o

DEPARTMENT. DESIGNATION/CLASSIFICATION:
~Parliamentary Service _ Assistant Shift Supervisor 2, NPO4
DIVISION: ; LOCAL DESIGNATION
_Parliamentary Corporate & Support Service | Assistant Shift Supervisor 2 _

BRANCH.: "REPORTING TO: .
_Parliament Security Services . Shift Supervisor N NS
. LOCATION: INCUMBENT: AR FCONL
_ Parliament House, Waigani, NCD o S / jhZeTn [

HISTORY OF POSITION f

NP FILENO. | DATE OF VARIATION _DETAILS o .

- ORG:1-14 ;301018 _Reno, Redes, Re-class, Rev-se: 5

"ORG 2-18 240018 , Reclassil Revises
2. PURPOSE:

To assist Security Shift Supervisors and ensure commitment to the highest possible standards of
security control measures is maintained by staff through the supervision of dally operations and
security requirements of the National Parliament.

3. DIMENS!ION:

Budget: NA
Staff: Security Officers in his shift
Others: Ensure all postings are conducted professionally. efficiently and effectively.

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

« Maintain a current risk/threat analysis of all aspects of Nationa! Parliament operations

« Assist with the evaluation and monitoring of technical equipment used in the field of
Security. Ensure the effectiveness of the existing equipment and recommend on the
sutability of new equipment for security usage.

« Mentor, coach and encourage Security Officers to achieve excellence in their work area.

« Maintain up to date knowledge of new security requirements. practices. procedures and
processes In the Nationa! Parliament.

s Liaise with and assist the Shift Supervisor or Deputy Chief of Security (Operations) as
necessary in the daily conduct of his duties.

s Attend meetings as directed by Management

»  Provide Dally Situation Reports and recommendations to Shift Supervisor or Deputy Chief
of Security {Operations)

« Carry out other duties as directed by the Chief of Security and the Deputy Chief of
Security (Operations).

» Ensure security control measures related to access control. security of the Parsament
Building and Precincts. posting of sec'unty officers and the security of ali Parlramentarians
are consistently impiemented effectively and efficiently.

« [nscipline security officers by taking personal responsibility i regorting te the Chief of
Security and the Deputy Chief of Security (Operaticns) officers who may have committed
a discipiinary cffence

» Do regular perimeter patrols along the penmeter fence of the National Parhament and
nside s Bullding and Precincts to ensure no pertaring threat or nisks are imminent.

L o BLhnonphnon Boorep i3 EOAT?



« Write reports of any security and safety incidence that cccurs 1n the Parhament Buiiding
and Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This position reponts directly to the Security Shift Supervisor
|

Shuft Supervisor |

SeCuntv i

P — . S
i Assistant Shift | Other Assistent

Supervisor 2 | Shift Supenvisors, } i

: "' :"'?
5.2 Internal: ; "‘b J Yo
¢ Provide daily briefs to the Security Shift Supervisor. i |
» Liaise directly with fellow Assistant Shift Supervisors and Security Officers on areas
requiring co-ordination within the diviston.
« Liaise with Shift Supervisor and Deputy Chief of Security on matters of interest and
importance referred by Parliament by the Management.
«  Member of the Chief of Security's Middle Management Team in the absence of Security
Shift Supervisor.

5.3 External:
+ Liaise with Paolice Department and other security organizations on security matters when
and if directed by Chief of Security.

5.4 Work Environment
This position is a senior position and 1s responsible for ali security operation supervision on a
daily basts. The incumbent is required to have extensive knowledge and familiarity with
operational aspects of security related to the implementation of security control measures of a
Security Department or Division. As a Assistant Shift Supervisor, it is important to encourage.
mentor and support staff to achieve performance excelience.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

o Delivery of services must be constant with PFMA, PSGO, Paramentary Service Act.
relevant statutory provisions and Government policies.

» Funds must be used consistent with the requirements of the PFMA.

e Al directives 1ssued by or instruction given by Chief of Securty or Deputy Chief of
Security must be complied to

o  Rostering for duty will come from Deputy Chief of Secunty as per Operational
requiremeants

Recommendations:
« Adjustto make changes to the daily security operations
¢ Staff movements and relief

5.6 Challenges
» Supervising employees is a challenge because employees have different skills.
knowledge experiences and sets of motivation As a result. the major chalienge is to
effectively coact and motivate employees into an integrated team to achieve day to
day cperational requirements.
» Adequate office equipment and supplies are wital for officers to use to achieve
Divisiona! objectives Therefore. the challenge ie 1o ensure the employees have

adequate office equipment and materials to carry out thew responsibilities



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
e Grade 12 Certificate with related security training qualification. Successful completion of
relevant Supervisory Courses is desirable.
6.2 Experience
At least 3 - 5 years of work experience at a supervisory level in a security environment.
6.3 Knowledge
» Excellent spoken and written language in English.
« Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.
» Understanding of the processes, procedures of investigation and writing of different types
of reports.
6.4 Skills
« Organizational and report writing skills
+ Must have Supervision and team work skills
+ (ood negotiation and representational skills .
+ Must be Computer Literate in Microsoft appiications. \ W \
+ People management skills 1R
¢ Good spoken and written English /

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutery Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature Signature
Employer {or its delegate} Employee
________ Sate Date

3 ' ol Deserintion Farm N& M2



PARLIAMENTARY SERVICE

JOB DESCRIPTION
1. IDENTIFICATION POSITION NUMBER o
. DEPARTMENT: " DESIGNATION/CLASSIFICATION:
_F_’arllamentary Service ‘e . . ._.__Security Officer, NP03 -
DIVISION: LOCAL DESIGNATION:
| Partiamentary Corporate & Support Service Security Officer
- BRANCH: " REPORTING TO:
" Parliament Security Services . Assistant Shift Supervisor2 \
LOCATION: 7| INCUMBENT: ;

”2%7 e

HISTORY OF POS POSITION f
NP FILE NO DATE OF YARIATION DETAILS e _ e
-ORG 1- 14 30!10!14 o _____&r_lp__ Redes Re- class Rev:sed Dut|es o -
ORG 2- 18 +_2_4_.*’O‘E}_;_’_fl_B________ _ _ Reciassf'JD Rewsed o o

2. PURPOSE

To ensure the safety and protection of Parliamentarians, National Parliament Staff, Others Users
and Visitors. National Parliament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities.

3. DIMENSION:
Budget: NA
Staff: NA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

Consistently maintain a 24/7 state of readiness in whilst working in preparation of any likely
emergency, crisis and/or disruption to daily operations of the National Parliament.

Do regular perimeter patrols along the perimeter fence of the National Parliament and inside its
Building and Precincts to ensure no pertaining threat or risks are imminent.

Immediately respond to any call for assistance in matters of security refated to the protection of
Parliamentarians, staff, visitors and others and company property/assets at any given time.
Maintain up to date knowledge of new security requirements. practices. procedures and
processes in the National Parliament.

Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daily
conduct of his duties.

Actively participate in counter measures directed at resolving unlawful offences ar threats
committed against Parliamentarians, staff. visitors and others and company property/assets.
Provide Daily Situation Reports and recommendations to Shift Supervisor or Assistant Shift
Supervisor

Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
{Operations)

Provide escort and protection for Parliamentarians and Senior Management where a need is
identified

Ensure security control measures refated to access control, security of the Parliament Building
and Precincts, posting of security officers and the security of all Parliamentanans are consistently
implemented effectively and efficiently.

i: AR ol Beseription Form V& M2



« Take personal responsibility in reporting to the Chiet of Secunty and the Deputy Chiet of Security
{Operations) any fellow security officers or other staff of Parhament who may have committed a
disciplinary offence

« Write reports of any security and safety incidence that occurs in the Parhament Building and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:
51 Reporting Relationship
This positior_}__rg_gorts directly to the Assistant Shift Security Supervisor

| i
| Assistant Shift:

. Supervisor |
[ ____I : éﬁMJ \I .
i 3 A
! ! i LR
i : i
!Secunty Officer )

5.2 Internal:
- Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor.
« Liaise directly with fellow Security Officers on areas requinng co-ordination within the
division.
« Ligise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
imponance referred by Parliament by the Management.
5.3 Externai:
» Liaise with Police Department and other security arganizations on security matters when
and if directed by Chief of Security.
5.4 Work Environment
This position is responsible for carrying out all security operations on a daily basis.
The incumbent is required to have extensive knowledge and familiarity with secunty duties
and responsibilities. Require d to implement all security control measures and other security
requirements of the National Parliament on a daily basis.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

« Delivery of services must be constant with PFMA PSGO, Parliamentary Service Act
National Training Council Act. relevant statutory prowisions and Government poiicies.

» Funds must be used consistent wih the requirements of the PFMA.

« Al directives ssued by or instruction given by Chief of Security or Deputy Chief o
Securty must be complied to.

« Rostering for duty will come fram Deputy Chief of Security as per Operational
requiremeants

Recommendations:

» Adjust to make changes to the Government and Service policies.

» Staff movements

56 Challenges

e Carrying out securty responsibiities and duties 13 a challenge because you encounter
various security and safety situation so employees must have good public refations and
decision-making skills. knowledge and experiences.

» Funding shortfall in budgetary allocations presents a challenge in achieving Dhvisionai
tunctional responsibilities A major challenge for this position 15 o implement strategres to
arhieve Divisional outcomes within imited funding and time

o P foal Ty '-"-;;'if':":"' Floveamy 0V &R



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Quatification
e Grade 10 or 12 Certificate with relevant security training. Successful completion of
relevant Supervisory Courses would be desirable.

6.2 Experience
At least 3 - 5 years of experience in a security environment.

6.3 Knowledge
s Excelient understanding of the government machinery.
« Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.
e Understanding of the processes. procedures and legislation with regards to
investigations in respect to the National Parliament.
« Knowledge of principles and practices of good management and leadership.

6.4  Skilis

o Good command of English and report writing skills __ ]}S\’/ \
» Must have Supervision and team work skills } \0/5 "} 9
« Good negotiation and representational skills y ’)%J /

« Must be Computer Literate in Microsoft applications.
+ People managemaent skills

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature - o Signature
Empiloyer (or its detegate} Employee
Date - | o Date
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER
. — . - psSoa2a |
DEPARTMENT: DESIGNATION/CLASSIFICATION:
_Parliamentary Service ~Security Officer, NP0O3
DIVISION. LOCAL DESIGNATION
_ Parliamentary Corporate & Support Service  Security Officer -
BRANCH: REPORTING TO:
_Parliament Security Services o ~ Assistant Shift Supervisor2 lr‘ . b
LOCATION: INCUMBENT: lf‘*\'/ )
_Parliament House, Waigani, NCD YANETL TN
HISTORY OF POSITION | A5
"NPFILENO. DATE OF VARIATION "DETAILS o o i—
ORG: 1-14 3_(_)!1__0!14 Renp_ Redes Re ciass Fiey sed Duties
ORG'2-18  24/09/18 S :
2. PURPOSE:
To ensure the safety and protection of Parliamentarians, National Parliament Staff. Others Users

and Visitors. Nationat Parliament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities.

3. DIMENSION:
Budget: NA
Stafr: NA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

Consistently maintain a 24/7 state of readiness in whilst working in preparation of any likely
emergency. crisis and/or disruption to daily operations of the National Parliament.

Do regular perimeter patrels along the perimeter fence of the National Parliament and inside s
Building and Precincts to ensure no pertaining threat or risks are imminent,

Immediately respond to any call for assistance In matters of security related to the protection of
Parhamentarians staff, visitors and others and company property/assets at any given time
Maintain up to date knowledge of new secumty requements practices. pracedures anc
processes in the National Parliament

Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the darly
conduct of his duties.

Actively participate 1in counter measures directed at resoiving unlawfui offences or threats
committed against Parllamentarians. staff. visitors and others and conipany properny/assets.
Provide Daily Siuation Repeorts and recommendations to Shift Supervisor or Assistant Shift
Supervisor

Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
1Operations)

Provide escort and protection for Pariiamentarians and Senior Management where a need s
identified

Ensure security cuntrol measuies refaled to access contral, security of the Parliament Building
and Precincts, posting of security officers and the security of all Pariiamentarians are consistently
mplemented effectively andg efficiently



» Take personal responsibility i reporting to the Chief of Security and the Deputy Chief of Security
{Operations) any fellow security officers or other staff of Parliament who may have committed a
disciplinary offence

« Write reports of any security and safety incidence that occurs in the Parliament Building and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports directly to the Assistant Shift Security Supervisor

‘ Assistant Shift

![ Supervisor _

e e | \ ‘s. f
| ' Va5, L]
; ,?’, ':L, Pl
‘Security Officer] / V L

5.2 Internal:
. Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor.
« Liaise directly with fellow Security Officers on areas requiting co-ordination within the
division.
« Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.
5.3 Externat:
» Liaise with Police Department and other security organizations on security matters when
and if directed by Chief of Security.
5.4 Work Environment
This position is responsible for carrying out all secunty operations on a daily basis.
The incumbent is required to have extensive knowledge and familiarity with secunty duties
and responsibilites. Require d to implement alt security control measures and other security
requirements of the National Parliament on a daily basis.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

« Delivery of services must be constant with PFMA. PSGO. Parliamentary Service Act,
National Training Councit Act, relevant statutory provisions and Government polictes.

» Funds must be used consistent with the requirements of the PFMA.

« Al directives issued by or instruction given py Chiel of Security or Deputy Chief of
Securnity must be complied to.

+ Rostering for duty wi!l come from Deputy Chief of Secunty as per Qperationat
requirements

Recommendations:

« Adjust to make changes to the Government and Service policies

«  Staff movements

5.6 Challenges

« Carrying out securnty responsibilites and dulies s a challenge because you encounter
various security and safety situation so employees must have good pubhc reiations and
decision-making skills knowtedge and experiences

« Funding shortfall in budgetary allocations presenis a challenge i achieving Uivisional
functioral responsibilities. A major challenge for this position is to tmplement strategies to
achieve Divisional gutcomes within iimited funding and time.

P Trpe s e Fevrrn 1 8030



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
¢ Grade 10 or 12 Certificate with relevant security training Successful completion of
relevant Superwisory Courses would be desirabie.

6.2 Experience
At least 3 - 5 years of experience in a security envireonment

8.3 Knowledge
+  Excelient understanding of the government machinery.
« Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.
« Understanding of the processes, procedures and legislation with regards to
investigations in respect to the Natienal Parliament.
« Knowtedge of principles and practices of good management and leadership.

8.4 Skills
« (ood command of English and report writing skills )
+ Must have Supervision and team work skiils b k‘a_ '. ’ -{q
» Good negotiation and representational skills }GD gl
« Must be Computer Literate in Microsoft applications. Y i

» People management skilis i

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths. Affirmation and Statitory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Sjgné‘ﬁu'r'e” ' Signature
Employer {or its deiegate) Employee

Date ' Date



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION . POSITION NUMBER:
o . PSS 025
DEPARTMENT DESIGNATION/CLASSIFICATION.

~Parliamentary Service vemeo. . Security Officer, NPO3
DIVISION: : - LOCAL DESIGNATION.

- Parliamentary Corporate & Support Service Securlty Officer S
BRANCH: "REPORTING TO: ~
_Parliament Security Services . A_s_q_!ggﬂ Shift Supervisor2 Y _/?Df{ A -_;“_’?
LOCATION: INCUMBENT: s {7 ERAA

Parliament House, Waigani, NCD o o PO

HISTORY OF POSITION ;
NP FILENO. DATE OF VARIATION | DETAILS
"ORG:1-14 30!10!14 S ‘ Reno, Redes Re class, Rev s
- ORG: 2 -18 24!09!18 . o Recassilf 2o
2. PURPOSE
To ensure the safety and protection of Parliamentarians, National Parllament Staff. Others Users

and Visitors, National Parliament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

Consistently maintain a 24/7 state of readiness in whilst working in preparation of any likely
emergency, crisis ang/or disruption to daily operations of the National Parllament.

Do regular perimeter patrols along the perimeter fence of the National Paritament and inside its
Building and Precincts to ensure ne pertaining threat or risks are imminent.

Immediately respond to any call for assistance in matters of security related to the protection of
Parliamentarians, staff, visitors and others and company property/assets at any given time.
Maintain up to date knowledge of new security reqguirements. practices. procedures and
processes in the Nationa! Parframent,

Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary n the daily
conduct of s duties.

Actively participate in counter measures directed at resolving unlawful offences or threats
committed against Parliamentarians. staff. visfors and others and company property/assets.
Provide Dally Sttuation Reports and recommendations to Shift Supervisor or Assistant Shift
Supervisor

Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
(Operations)

Provide escor and protection for Parkamentarians and Senor Management where a need s
identified

Ensure secutity control measures related to access control security of the Parfiament Building
and Precincts. posting of security officers and the security of ali Parhamentanans are consistentiy
implemented effectively and efficientiy.

B ek Floaesre i1 N R



e Take personal responsibility in reporting to the Chief of Security and the Deputy Chief of Security
(Operations) any fellow security officers or other staff of Parliament who may have committed a
disciplinary offence

« Write reports of any security and safety incidence that occurs in the Pariiament Buiiding and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:
5.1 Reporting Relaticnship
This posiion _rggp_r:tg__g__i__rﬁgt_ty to the Assistant Shift Security Supervisor

Assistant Shift
Supervisor
IR
Security Officer ) ’\SD 3
5.2 Internai:
«  Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisar.
« Liaise directly with fellow Security Officers on areas requiring co-ordination within the
division.

+ Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.
£.3 External
+ Liaise with Police Department and other security organizations on security matters when
and if directed by Chief of Security.
5.4 Work Environment
This position is responsible for carrying out all security operations on a daily basis.
The incumbent is required ic have extensive knowledge and familiarity with security duties
and responsibilities. Require d to implement all security control measures and other security
requirements of the National Parkiament on a daily basis.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

s Delivery of services must be constant with PFMA, PSGO, Parliamentary Service Act.
National Training Councit Act, relevant statutory provisions and Government policies.

e Funds must be used consistent with the requirements of the PFMA.

« All directives issued by or instruction given by Chief of Security or Deputy Chief of
Security must be complied to.

« Rostering for duty will come from Deputy Chief of Security as per Operational
requirements.

Recommendations:

« Adjust to make changes to the Government and Service policies.

» Staff movements

5.6 Chalilenges

» Carrying out security responsibilities and duties is a challenge because you encounter
various security and safety situation so employees must have good public relations and
decision-making skills, knowledge and experiences.

« Funding shortfall in budgetary allocations presents a challenge in achieving Divisional
functional respensibilities. A major challenge for this position is to implement strategies to
achieve Divisional outcomes within limited funding and time.

Z: PS5 fobi Description Farm () & M2



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
» Grade 10 or 12 Cerificate with relevant security fraining. Successful completion of
relevant Supervisory Courses would be desirable.

6.2 Experience
At least 3 - 5 years of expenence in a securty environment.

6.3 Knowledge
» Excellent understanding of the government machinery.
+ Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.
e Understanding of the processes. procedures and legisiation with regards to
investigations in respect to the National Parliament.
« Knowledge of principles and practices of good management and leadership.

6.4 Skills

L oo
» Good command of English and report writing skills 5 \'2 ﬁf)_,( ) °~‘}
« Must have Supervision and team work skills ‘1 }ﬁ - \/1') b
» (ood negotiation and representational skills . -""u?o ' L

« Must be Computer Literate in Microsoft applications.
s People management skilis

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths. Affirmation and Statutory Declaration Act
1962 conscientious believing the statement contain therein to be true in every particular

S'ig'h-ét_u're - - Signature
Employer (or its delegate) Employee
Date Date
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_Parliament House, Waigani, NCD

PARLIAMENTARY SERVICE
JOB DESCRIFTION

1. IDENTIFICATION - POSITION NUMBER:
- DEPARTMENT: DES!GNATION!CLASSIF#CATION
Parliamentary Service . . security Officer, NPO3
DIVISION: LOCAL DESIGNATION:
' Parliamentary Corporate & Support Service Securlty Officer
- BRANCH: ' REPORTING TO:
~Parliament Security Services o Asmstant Shift Supervisor2
LOCATION INCUMBENT:

HlSTO’hYbF'POSlTIO@ T

NP FILE NO. DATE OF VQE_@I_!ON DETAILS
QRG 1-14 o - 30/10/14 ~_ Reno, Redes, Re- class
'ORG:2-18  24/09/18 . RecassD Revised
2. PURPOSE:
To ensure the safety and protection of Parliamentarians, National Parliament Staff, Others Users

and Visitors, National Parliament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities.

3. DIMENSION:
Budget: NA
Staff: NA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

-

Consistently maintain a 24/7 state of readiness in whilst working in preparation of any likely
emergency. crisis and/or disruplion to daily cperations of the National Parliament.

Do regular perimeter patrols along the perimeter fence of the National Parliament and inside its
Building and Precincts to ensure no pertaining threat or risks are imminent.

Immediately respond to any call for assistance in matters of security refated to the protection of
Parhameniarians. staff, visitors and others and company property/assets at any given time
Maintain up to date knowledge of new secumty requirements. practices. procedures and
processes in the National Parliament

Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daily
conduct of his duties.

Actively participate in counter measures directed at resolving unlawful offences or threats
committed against Parliamentanians, staff. visitors and others and company property/assets
Provide Daily Situation Reporis and recommendations to Shift Supervisor or Assistant Shift
Supervisor

Carry out other duties as directed by the Chief of Security and the Deputy Chief of Secunty
{Operations)

Provide escort and protection for Parramentarians and Senior Management where a need s
identified

Ensure secunily control measures related to access control security of the Parlament Building
and Precincts. posting of security officers and the secunty of all Pariamentanans are consistentiy
implemented effectively and efficiently.

.
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« Take personal responsibility in reporting to the Chief of Security and the Deputy Chief of Security
{Operations} any fellow security officers or other staff of Parliament who may have committed a
disciplinary offence

« Write reports of any security and safety incidence that occurs in the Parliament Building and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports directly to the Assistant Shift Security Supervisor

Assistant Shift
Supervisor \ ﬂ
Security Officer, P V7

5.2 Internal:
« Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisar.
« liaise directly with fellow Security Officers on areas requiring co-ordination within the
division,
» Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.
5.3 External:
« Liaise with Police Department and other security crganizations on security matters when
and if directed by Chief of Security.
5.4 Work Environment
This position is responsible for carrying out all security operations on a daily basis.
The incumbent is required to have extensive knowledge and famibarity with secunty duties
and responsibilities. Require d to implement all security control measures and other security
requirements of the National Parliament on a daily basis.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

o Delivery of services must be constant with PFMA, PSGO, Parliamentary Service Act,
National Training Council Act, relevant statutory provisions and Government policies.

+ Funds must be used consisient with the requirements of the PFMA.

o All directives issued by or instruction given by Chief of Security or Deputy Chief cf
Security must be complied to.

+ Rostering for duty wil come from Deputy Chief of Security as per Operational
requirements.

Recommendations:

« Adjust to make changes to the Government and Service policies,

¢ Staff movements

5.6 Chalienges

» Carrying out security responsibilities and duties 13 a challenge because you encounter
various security angd safety situation so employees must have good public relations and
decision-making skills. knowledge and experiences

« Funding shonfall in budgetary ailocations presents a chaitenge in achieving Divisionai
functional responsibilities. A major challenge for this position is to implement strategies to
achieve Divisional outcomes within limited funding and time.

e
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6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
e Grade 10 or 12 Certificate with relevant security traiming. Successful completion of
relevant Supervisory Courses would be desirable

6.2 Experience
At least 3 - 5 years of experience in a security environment.

6.3 Knowledge
s+ Excellent understanding of the government machinery.
» Extensive knowledge of the Parlamentary Service Act and other related legislative
provisions.
e Understanding of the processes, procedures and legisiation with regards to
investigations in respect to the National Parliament.
« Knowledge of principles and practices of good management and leadership.

6.4 Skilis
» Good command of English and report writing skills NN
- _ I Lol
e Must have Supervision and team work skilis \% \ SN ")
¢ Good negotiation and representational skills \ \J V!

« Must be Computer Literate in Microsoft applications.
s+ People management skills

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962 conscientious believing the statement contain therein to be true in every particuiar.

Signature ' Signature
Employer {or its delegate) Employee
Date ' Date
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1. IDENTIFICATON P POSITION NUMBER

DEPARTMENT. ' DESIGNATION/CLASS!IFICATION:
_Partiamentary Service ~ Security Officer, NP03

DIVISION: LOCAL DESIGNATION.
_Parliamentary Corporate & Support Service _Security Officer o
BRANCH: REPORTING TO:
- Parliament Security Services ... . Assistant Shift Supervisor A
LOCATION: INCUMBENT \Lawr
_Parliament House, Waigani, NCD [ AP Ay
HISTORY OF POSITION ]‘ Y IE

NP FILENO. {__D_ATE OF VARIATION ' DETAILS
| ORG: 1- 14 1 30/10/14 "~ Reno. Redes_ Re- ciass,
| ORG. 2: 18 2410918 1

2. PURPOSE:

PARLIAMENTARY SERVICE
JOB DESCRIPTION

1i Feclass/dD Re

To ensure the safety and protection of Parliamentarians, National Parliament Staff. Others Users
and Visitors, Nationat Parliament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

Consistently maintain a 24/7 state of readiness in whilst working i preparation of any likely
emergency. crisis and/or disruption to daily operations of the National Parliament.

Do regutar perimeter patrols along the perimeter fence of the National Parliament and inside its
Building and Precincts to ensure no pertaining threat or risks are imminent.

Immediately respond to any call for assistance in matters of security related to the protection of
Parliamentarians. staff, visitors and others and company propenty/assets at any given time.
Maintain up tc date knowledge of new securty requirements. practices. procedures and
processes in the National Pariament.

Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daity
conduct of his duties

Actively partcipate in counter measures directea at resoiving untawful offences or threats
commitied against Parbamentarians, staff. visitors and others and company property/assets
Provide Daily Situation Reports and recommendations {0 Shift Supervisor or Assistant Shift
Supervisor

Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
{Operations)

Provide escort and protection for Parliamentarians ang Senior Management where a need is
identified

Ensure security cunlrol Ineasures related 10 access control security of the Parhament Building
and Precincts, posting of security officers and the security of all Parliamentanans are consistently
implemented effectively and efficiently

e iy NORT



5.2

Take personal responsibility in reporting to the Chief of Securty and the Deputy Chief of Securty
{Operations) any fellow security officers or other staff of Parllament who may have committed a
disciplinary offence

Write reports of any security and safety incidence that occurs in the Parhament Building and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This position reports directly to the Assistant Shift Security Supervisor

%Assistant Shift N SN
. Supervisor N
VARV
! E A
‘Security Officer ¢
Internal:
. Provide daily briefs to the Assistant Security Shift Supervisar and the Security Shift
Supenvisar.
« Liaise directly with fellow Security Officers on areas requiring co-ordination within the
division.

o liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.

5.3 External:

¢ Liaise with Police Department and other security organizations on security matters when
and if directed by Chief of Security.

5.4 Work Environment

5.5

56

This position is responsible for carrying out all security operations on a daily basis

The incumbent is required to have extensive knowledge and familiarity with security duties
and responsibilities. Require d 1o implement all security control measures and other security
requirements of the National Parliament on a daily basis

Constraints Framework and Boundaries
Rules/Procedures etc:
» Delivery of services must be constant with PFMA, PSGO. Parliamentary Service Act,
National Training Councit Act, relevant statutory prowvisions and Government policies.
» Funds must be used consistent with the requirements of the PFMA
» Al directives i1ssued by or mstruction given by Chief of Secunty or Deputy Chiel of
Security must be complied to
» Rostering for duty will come from Deputy Chief of Secunty as per Operational
requirements

Recommendations:

¢ Adjust to make changes to the Government and Service policies.

s Siaff movements

Challenges

o Carrying out security responsibilities and dulies s a challenge because you encounter
varicus security and safety situation so employees must have good public relations and
decision-imaking skilts. knowledge and experiences

» Funding shortfall in budgetary allocations presents a chalienge I achieving Livisionat
functionai responsibiiites. A major chailenge for this position 1s to implement strategies to
achiave Dhvisional outcomes within Imited funding and time.
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& QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

Qualification

Grade 10 or 12 Certificate with relevant security training. Successful completion of
relevant Supervisory Courses would be desirable.

6.1

6.2

6.3

6.4

Experience
At least 3 - 5 years of experience in a security environment.

Knowledge

Excellent understanding of the government machinery.

Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.

Understanding of the processes, procedures and legislation with regards to
investigations in respect to the National Parfiament.

Knowledge of principles and practices of good management and leadership.

Skilts

»

Good command of English and report writing skills
Must have Supervision and team work skills A
Good negotiation and representational skills ! {)‘I ,0"'?
Must be Computer Literate in Microsoft applications.
People management skills !

:‘. \
3
i

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature ~ Signature
Employer (or its delegate) Employee
bate _ _ O Date
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION - POSITION NUMBER
DEPARTMENT: DES1GNATIONKCLASSIFiCATiON
Parliamentary Service o Security Officer, NPO3
- DIVISION: LOCAL DESIGNATION.
_Parliamentary Corporate & Support Service ____Security Officer
BRANCH: REPORTING TO: .
Parliament Security Services o _Assistant Shift Supervisor 2 T S
LOCATION: INCUMBENT __qu)ﬂ _
_Parliament House, Waigani, NCD. BN A P et R
HISTORY OF POSITION ‘;5 _ "
- NF . NP F___ILE NO LDATE OF VARIAT1ON DETAIl:S_:_ ! I
"ORG 1-14 | 30/10/14 " Reno Redes, Re- class, ! 353
+ORG 2-18 ,__2_:_4309”8 . Retiassii Revised
2. PURPOSE:
To ensure the safety and protection of Parliamentarians, National Parliament Staff, Others Users

and Visitors National Parliament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities.

3. DIMENSION:
Budget: NA
Staff: NA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES {MAJOR DUTIES)

Consistently maintain a 24/7 state of readiness in whilst working in preparation of any likely
emergency. crisis and/or disruption to daily operations of the National Pariament.

Do regular perimeter patrols along the perimeter fence of the National Parliament and inside its
Building and Precincts to ensure no pertaining threat or risks are imminent.

immediately respond to any call for assistance in matters of security related to the protection of
Parliamentarians. staff. visitors and others and company property/assets at any givern time.
Maintain up te date knowledge of new secunty requirements. practices. procedures and
provesses in the National Parliament.

Liaise with and assist the Shift Supervisar or Assistant Shift Supervisor as necessary in the daily
conduct of his duties

Actively participate in counter measures directed at resoiving uniawfui offences or threats
committed against Parliamentanans. staff. visitors and others and company property/assets.
Provide Daily Situatiorn Reperts and recommendations to Shift Supervisor or Assistant Shiff
Supervisor

Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
{Operations)

Provide escort and protection for Parliamentarians and Senior Management where a need 1
identified

Ensure securily conirol measures refated to access cantrol. security of the Parliament Building
and Precincts. posting of security officers and the security of all Parliamentarians are consistently
mplemented effectively and efficiently.
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Take personal responsibility in reporting to the Chief of Secunty and the Deputy Chief of Security
{Operations) any fellow security officers or other staff of Parliament who may have committed a
disciplinary offence

Write reports of any security and safety ncidence that occurs in the FParliament Buiding and
Precincts or at Pariiament Owned Residences.

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports directly to the Assistant Shift Security Supervisor

!
: Assistant Shift ;
| Supervisor
P D _\ t‘.. ‘\54
: 5 oAl
; : .\’s .‘1%}//‘. “U’L} .
Security Officer| 1S I
B 1 H v |
S . | Vi
internal:
e Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor.
» Liaise directly with fellow Security Officers on areas requiring co-ordination within the
division.

» Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.

5.3 External;

« Liaise with Police Department and other security organizations on securty matters when
and if directed by Chief of Security.

5.4 Work Environment

This position is responsible for carrying out all security operations on a daily basis.

The incumbent is required to have exitensive knowiedge and familiarity with securnty duties
and responsibilities. Require d to impiement all security control measures and other security
requirements of the Naticnal Parliament on a daily basis.

55 Constraints Framework and Boundaries

Rules/Procedures etc:

o Delivery of services must be constant with PFMA, PSGQ, Parliamentary Service Act.
National Training Council Act relevant statutory provisions and Government policies.

» Funds must be used consistent with the requirements of the PFMA.

« Al directives issued by or instruction given by Chief of Secunty oi Deputy Thief o7
Security must be compiied to.

« Rostering for duty will come from Deputy Chief of Security as per Operatonal
requirements

Recommendations:
» Adjust to make changes to the Government and Service poiicies.
« Staff movements

5.6 Challenges

s Carrying out secunity responsipitiies and duties is a challenge because you encounter
various security and safety situation so employees must nave good public relations and
decisiori-making skills knowledge and experiences

« Funding shortfail in budgetary atlocations presents a challenge n achieving Cnvisional
functional responsibilities. A major challenge for this position is to implement strategies to
achieve Divisional outcomes within imited funding and time

L syt Foree VR



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
e Grade 10 or 12 Cenificate with relevant security traming Successfui completion of
relevant Supervisory Courses would be desirable.

6.2 Experience
At least 3 - 5 years of experience in a security environment.

6.3 Knowledge
e Excellent understanding of the government machinery
+ Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.
o Understanding of the processes procedures and legislation with regards to
investigations in respect 1o the National Parliament.
« Knowledge of principles and practices of good management and leadership.

6.4 Skills \
¢ Good command of English and report writing skills A A ~ " afd
« Must have Supervision and team work skills \ ZF/ L I
« Good negotiation and representational skills i o
» Must be Computer Literate in Microsoft applications. \

e People management skills

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature : o Signatur'e'
Employer {or its delegate) Employee

Date Date



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER:

_ . S _ PSS 028
DEPARTMENT: DESH’“NATiONrCLASS!FiCATEON'

Parliamentary Service o - S_e_.-g_urlty Officer, NPO3

DIVISION: - LOCAL DESIGNATION:

 Parliamentary Corporate & Support Service | Security Officer .

' BRANCH: ' REPORTING TO:

- Parliament Security Services _Assustant Shift Supervisor2 ! ’ 13.
LOCATION, INCUMBENT: \ %ﬂ\ ¥
Parliament House, Waigani, NCD o M

HISTORY OF POSITION {I_ 73
"NPFILENO. . DATE OF VARIATION | DETAILS -
"ORG:1-14 3010114 _ Reno Redes Re Class Reyised Dities
ORG:2-18 .-.24f’09”.8.. e  Reclass D Revised
2. PURPOSE:

To ensure the safety and protection of Parliamentarians, National Parliament Staff, Others Users
and Visitors, National Parliament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

L ]

Consistently maintain a 24/7 state of readiness in whilst working in preparation of any likely
emergency. crisis and/or disruption to daily operations of the National Pariiament.

o regular perimeter patrols along the perimeter fence of the National Parliament and inside its
Building and Precincts to ensure no pertaining threat or risks are imminent.
Immediately respond to any cal! for assistance in matters of security refated to the protection of
Parliamentanans. staff, vistors and others and company property/assets at any given time.
Maintain up to date knowledge of new secunty requiremerts. practices. procedures and
processes in the National Parliament
Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daily
conduct of his duties.
Actively partcipate in counter measures directed at resolving unlawiul offences or threats
committed against Parlamentanans. staff visitors and otihers and company property/assets
Provide Daily Situation Reports and recommendations to Shift Supervisor or Assistant Shift
Supervisar
Carry out other duties as directed by the Chief of Security and the Deputy Chief of Secunty
{Operationsi
Provide escort and protection for Parhamentanans and Senior Management where a reed |
identified
Ensure securily contiol ineasuies retated to access control. security of the Parllament Building
and Precincts. posting of security officers and the secunty of all Pariamentanans are conststentiy
implemented effectively and efficiently
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Take personal responsibility in reporting to the Chief of Secunty and the Deputy Chiet of Secunty
(Operations} any fellow security officers or other staft of Parllament who may have committed a
disciplinary offence

Write reports of any security and safety incidence that occurs in the Farliament Building and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:

51

Reporting Relationship

This position reports directly to the Assistant Shift Security Superviscr

Assistant Shift |
. Supervisor '\i .\ ;,/,?
B A
; | \ Y _,_r_.-’i &y ! 1
‘Security Officer, Yy

5.2 Internal:

-

Provide dally briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor.

Liaise directly with fellow Security Officers on areas requiring co-ordination within the
division.

Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.

5.3 External:

Liaise with Police Depariment and other security organizations on security matters when
and if directed by Chief of Security.

5.4 Work Environment
This position is responsible for carrying out all securrty operations on a daily basis
The incumbent is reguired to have extensive knowledge and familiarity with security duties
and responsibilities. Require ¢ to implement all security control measures and other security
requirements of the Nationai Parliament on a daily basis

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

Delivery of services must be constant with PFMA, PSGQ. Parliamentary Service Act
National Training Council Act, relevant statutory provisions and Government policies.
Funds must be used consistent with the requirements of the PFMA

All directives i1ssued by or nstructian given by Chief of Securlly or Deputy Chiel of
Security must be compiied to.

Rostening for duty will come from Deputy Chief of Secunty as per Operational
reqgulirements

Recommendations:

Adjust to make changes to the Government and Service policies.
Staff movements

56 Chalienges

Camying out security responsibilities and duties is a challenge because you encounter
various security and safety situation so employees must have good public relations and
decision-making skills. knowledge and experiences

Funding shortfall in budgetary allocations presents a chalienge in achieving Ulvisionat
functional responsibilities. A major chailenge for this position is to implement strategies to
achieve {Dvisicnat cutcomes within iimited funading ana me

Ll e R I



& QUALIFICATION, EXPERIENCE. KNOWLEDGE AND SKILLS
6.1 Qualification

6.2

Grade 10 or 12 Cerlificate with relevant security training Successful completion of
relevant Supervisory Courses would be desirable.

Experience

At least 3 - 5 years of experience in a security environment.

6.3

-

6.4

Knowledge

Excellent understanding of the governmeni machinery.

Extensive knowledge of the Parliamentary Service Act and other refated legislative
provisions

Understanding of the processes, procedures and legisiation with regards to
nvestigations in respect to the National Parliament.

Knowledge of principles and practices of good management and leadership.

Skills
»  Good command of English and report writing skills . , \_
o Must have Supervision and team work skills L nj{ ~,
W }0 o, .
FA i

\
« Good negotiation and representational skills L7
e Must be Computer Literate in Microsoft applications. !

¢« People management skilis

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
i make this solemn declaration by vittue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

~ Signature R Signature
Employer {or its delegate) Empioyee
Date Date
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER
. ... PS5030
DEPARTMENT: " DESIGNATION/CLASSIFICATION:
. Parliamentary Service S . Shift Supervisor 3, NP05
 DIVISION: . LOCAL DESIGNATION:
_Parliamentary Corporate & Support Service . Shift Supervisor3 B
- BRANCH: . REPORTING TO! .
. Parliament Security Services | Deputy Chief of Security Operations 1”;
- LOCATION: ; INCUMBENT. VT a0
_Pariiament House, Waigani, NCD | e . A
HISTORY OF POSITION ahl
| NP FILE NO. LDATE OF VARIATION ! DETAILS R
|___Q__B(_'_5 1-14 j 30;“10!14 Reno Redes Re class, P
' ORG.2-18 | | 24/09/18 LR I Revised
H |
2. PURPOSE:

To ensure commitment to the highest possible standards of security control measures is maintained
by staff through the supervision of daily operations of the shift and security requirements of the
National Parliament.

3. DIMENSION:

Budget: NA
Staff: Direct subordinates: Assistant Security Shift Supervisors and Security Offtcers
Others: Ensure all tramings are conducted professionally, efficiently and effectively

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

* Maintain a current risk/threat analysis of all aspects of National Parllament operaticns.

« Assist with the evaluation and monitoring of technical equipment used in the field of Security.

o Ensure the effectiveness of the existing equipment and recommend on the suitability of new
equipment for security usage.

+ Mentor. coach and encourage Assistant Security Shift Supervisors and Security Officers to
achieve excelience in their work area.

s+  Maintan up to date knowledge of new security requirements. practices procedures and
processes in the National Parliament,

« Liaise with and assist the Deputy Chief of Security (Operations) as necessary in the daily
conduct of his duties.

s Attend meetings as directed by Management

e Provide Dasdly Shuation Reports and recommendations to Deputy Chiel of Security
{Operations!.

o Carry out other duties as directed by the Chief of Security and the Deputy Chief of Secunty
{Operations).

o« Ensure security control measures related to access control secunty of the Parliament
Building and Precncts. posting of security officers and the security of all Parhamentanians
are consistently implemented effectively and efficiently.

»  Discipiine security officers by taking personal responsibility in reporting to the Chief of
Secunty and the Deputy Chief of Securty (Operations) officers whe may have committed a
disciptinary offence.



Do regular perimeter patrois along the perimeter fence of the National Pardiament and inside
its Building and Precincts to ensure no pertaining threat or risks are imminent

Write reports of any security and safety incidence that occurs in the Paniament Bunding an
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports directly to the Deputy Chief of Security

|Deputy Chief
ofSecurrty
| shift . Othershift - Vi w,/
'LSuper\nsorS SUpervisors i3
_ T _ )
5.2 Internal: } J‘
e Provide daily briefs to the Deputy Chief of Security.
e Liaise directly with fellow Shift Supervisors and Assistant Shift Supervisors on areas
requiring co-ordination within the division.
« Liaise with Deputy Chief of Security on matters of interest and importance referred by
Pariiament by the Management
s« Member of the Chief of Security's Middle Management Team.
5.3 External;

e Liaise with Police Department and other security organizations on security matters when
and if directed by Chief of Security

5.4 Work Environment

This position is a senior position and is respensible for ali security operation supervision on a
daily basis. The incumbent is required to have extensive knowledge and familiarity with
operational aspects of security related to the implementation of security cantrol measures of a
Security Department or Division. As a Supervisor. it 15 important to encourage. mentor and
support staff to achieve performance excelience.

55 Constraints Framework and Boundaries

56

-

Rules/Procedures etc:

» Delivery of services must be constant with PFMA PSGO. Parliamentary Service Act.
Nationa! Training Council Act relevant statutory provisions and Government policies

¢ Funds must be used consistent with the requirements of the PFMA.

o All directives issued by or instructior: given by Chief of Secunty or Deputy Chief of
Security must be complied {o.

+ Rostering for duty will come fram Deputy Chief of Securty as per Operationat
requirements

Recommendations:

+  Adjust to make changes to the Gevernment and Service policies.

»  Staff movements

Chailenges

« Supervising emplovees is a challenge because employees have different skills,
xnowledge experiences and sets of motivation. As a result the majer challenge 15 to
effectivery ceach and motivate employees into an integrated feam fo achieve day to day
operationai requirements.



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
e Grade 12 Certificate with relevant training in Security Industries or equivaient lertiary
qualification. Successful compietion of relevant Superviscry Courses s desirable.
6.2 Experience
At least 3 - 5 years of experience in a training environment
6.3 Knowledge
s+  Excellent understanding cf the government machinery.
« Extensive knowledge of the Parliamentary Service Act and other related legistative
provisions.
¢+ Understanding of the processes. procedures and legislation with regards to
investigations in respect to the National Parliament.
« Knowledge of principles and practices of good management and leadership.
6.4 Skills
= (Good supervision and organizational skills
s Skills in team work and team supervision.

+ Good negotiation and representational skills. o

e Must be Computer Literate in Microsoft applications. i A 2
Y
i

» People management skills knowledge. IR & Y
EanT
]
7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1062, conscientious believing the statement contain therein to be true in every particular.

Signaturém ' -"'-_'Si'gnature
Employer (or its delegate) Employee
Biate o Oate
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION “POSITION NUMBER
 DEPARTMENT: DESIGNATION/CLASSIFICATION:
Parllamentary Service S _Assistant Shift Supervisor 3, NP04
DIVISION LOCAL DESIGNATION
_Parliamentary Corporate & Support Service | Assistant Shift Supervisor 3
- BRANCH: . REPORTING TO: .
_ Partiament Security Services | shift Supervisor \ gty
LOCATION: INCUMBENT Wt 2 ;‘ f
_Parliament House, Waigani, NCD i % L
HISTORY OF POSITION i
_NPFILENO. | DATE OF VARIATION {_DETAILS )
ORG:1-14 {30moma
 ORG:2-18 | 24/09/18 ]
2. PURPOSE:

To assist Security Shift Supervisors and ensure commitment to the highest possible standards of
security control measures is maintained by staff through the supervision of daily operations and
security requirements of the National Parliament.

3. DIMENSION:

Budget:
Staff:
Others:

NA
Security Officers in his shift
Ensure all postings are conducted professicnally. efficiently and effectivety

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

Maintain a current risk/threat analysis of all aspects of National Parhiament operations
Assist with the evaluation and monitoring of technical equipment used in the field of
Security. Ensure the effectiveness of the existing equipment and recommend on the
suitability of new equipment for security usage.

Mentor. coach and encourage Security Officers to achieve exceilence in their work area.
Maintain up to date knowledge of new security requirements. practices. procedures and
processes In the Nationat Parliament

Liaise with and assist the Shift Supervisor or Deputy Chief of Security {Operations) as
necessary in the datly conduct of his dubies

Attend meetings as directed by Management.

Provide Daily Situation Reports and recommendations to Shift Supervisor or Deputy Chief
of Secunty {(Operations)

Carry out other duties as directed py the Chuef of Secunty and the Deputy Chief of
Security (Operations]

Ensure security control measures related to access controi. security of the Farliament
Building and Precincts. pesting of security officers and the security of all Parliamentarians
are consistently implemented effectively and efficiently.

Discipline secunty officers by taking personal responsigility in reporting to the Chief of
Security and the Deputy Chief of Security (Operatiens) officers who may have committed
a disciplinary offence.

Do regular perimeter patrols along the perimeter fence of the Nationai Pariament and
inside its Building and Precincts to ensure ne pertaining threat or nisks are imminent.

SRR IR Frome (V& A2



+ \Write reports of any security and safety incidence that occurs in the Parliament Budding
and Precincts or at Parlament Owned Residences.

5. NATURE AND SCOPE:

51 Reporting Reiationship

5.2

5.3

Thts position reports directly o the Security Shift Supervisor

" Shift Supervisoré
Security .
| Assistant SHift | Other Assstam oy
| Supervisor 3 | 3hift Supervisory CU N e
H B A U e
Internal: EERYICE

e Provide daily briefs to the Security Shift Supervisor. ’ \

« Liaise direcily with fellow Assistant Shift Supervisors and Security Officers on areas
requiring co-ordination within the division.

» Liaise with Shift Supervisor and Deputy Chief of Security on matters of interest and
importance referred by Parliament by the Management.

e Member of the Chief of Security’s Middle Management Team in the absence of Security
Shift Supervisor.

External:
» Liaise with Police Department and other security organizations on securty matters when
and if directed by Chief of Secunty.

5.4 Work Environment

5.5

56

This position is a senior position and is responsible for all security operation supervision on a
daily basis. The incumbent is required to have extensive knowiedge and familiarity with
operational aspects of security related to the implementation of security controt measures of a
Security Department or Division As a Assistant Shift Supervisor. it is important to encourage.
mentor and support staff to achieve performance excellence.

Constraints Framework and Boundaries
Rules/Procedures etc:
e Delivery of services must be constant with PFMA. PSGQ. Parliamentary Service Act,
relevant statutory provisions and Government policies
e Funds must be used consistent with the requirements of the PFMA
« Ali directives 1ssued by or instruction giveri by Chief of Security or Deputy Chief of
Security must be complied o
«  Rostering for duty will come from Deputy Chief of Securty as per Dperational
requirements

Recommendations:
e Adjust to make changes to the daily secunty operations
« Staff movements and relief.

Challenges
» Supervising employees is a chalienge because employees have different skills.
knowledge, experiences and sets of motivation. As a resuft. the major challenge is to
effectively coach and motivate empioyees inte an integrated team tc achieve day 10

day operational requremeants.
s Adeguiate office eauipment and supphes are vilal for officers o use to acheve
Divisional objectives. Thersfore, the challenge |

adeauate office equipment and matenials to carry out therwr responsibiities

tn arcira tho amalnuaas have
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6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
e (Grade 12 Certificate with related securty training qualification. Successful completion of
relevant Supervisory Courses is desirable
6.2 Experience
At least 3 - 5 years of work experience at a supervisory level in a security environment.
6.3 Knowledge
s Excellent spoken and written language in English.
o Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.
« Understanding of the processes. procedures of investigation and writing of different types
of reports.
6.4 Skills

QOrganizational and report writing skills

Must have Supervision and team work skills

Good negotiation and representaticnal skills

Must be Computer Literate in Microsoft apphcations. /
People management skiils ;
Good spoken and written English

\JD 1/,1.7

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths. Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature h h Sigﬁéiure

Employer (or its delegate) Employee

Date - Date
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION | POSITION NUMBER:
______ L (pSso32
 DEPARTMENT. | DESIGNATION/CLASSIFICATION:
_Parliamentary Service =~ | Security Officer, NPO3
DIVISION: - LOCAL DESIGNATION
- Parliamentary Corporate & Support Service Secunty Officer S
BRANCH: REPORTING TO:
Parliament Security Services ~_Assistant Shift Supervisor 3 -
LOCATION: INCUMBENT: A PR \51
_Parliament House, Waigani, NCD B S I “V’;r_:-_\ !
HISTORY OF POSITION ! t}% o
"NPFILENO. | DATE OF VARIATION | DETALLS e PV
ORG 1-14 30!10;’14 __Reno Redes, Re-class. Revised
ORG:2-18 240918 ReclassiJD Revised
2. PURPOSE:
To ensure the safety and protection of Parliamentarians, National Parliament Staff, Others Users
and Visitors, National Parliament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities.
3. DIMENSION:
Budget: NA
Staff: NA
Others: NA
4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

« Consistently maintain a 24/7 state of readiness in whilst working in preparation of any fikely
emergency. cnsis and/or disruption to daily operations of the National Parliament

» Do regular perimeter patrols along the perimeter fence of the Nationa! Parliament and inside its
Building and Precincts to ensure no pertaining threat or risks are imminent.

» Immediately respond to any call for assistance in matters of security related to the protection of
Parliamentanans, staff, visitors and others and company property/assets at any given time.

e Maintain up to date knowledge of new secunty requirements practices. procedures and
pracesses in the National Parliament.

e Ligise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daily
conduct of his duties.

« Actvely participate in counter measures directed at resolving uniawful offences or threats
committed against Pariamentarians. staft, visitors and others and company property/assets.

+«  Provide Daily Situation Reports and recommendations to Shift Supervisor or Assistant Shift
Supervisor

e (Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
1Operations}

¢ Provide escort and protection for Pariiamentanans and Senior Management where a need s
iderntified

v Ensure security control measures refated o avcess control, secunly of the Pairliament Budding
and Precincts, posting of security officers and the security of all Parliamentarians are consistently
implemented effectively and efficiently

E s oo Coa T s oA
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e Take perscnal responsibility in reporting to the Chief of Security and the Deputy Chief of Security
(Operations; any fellow security officers or other staff of Partiament who may have committed a
disciplinary offence

« Write reports of any security and safety incidence that occurs in the Parliament Buiding and
Precincts or at Parkament Owned Residences.

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports dire;:tly to the Assistant Shift Security Supervisor

. Assistant Shift
Supervisor |
e a . “ g./”ll
. £ y L
| **-'f/’fﬁ ¥
Security Ofﬁceﬂ T ‘l

5.2 Internal:
. Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor.
« Liaise directly with fellow Security Officers on areas requiring co-ordination within the
division.
« Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.
5.3 External:
« Liaise with Poiice Department and other security organizations on security matters when
and if directed by Chief of Security.
5.4 Work Environment
This position is responsible for carrying out all security operations on a daily basis.
The incumbent is required to have extensive knowledge and familiarity with security duties
and responsibilities. Require d to implement ali security control measures and other security
requirements of the National Parliament on a daily basis

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

« Delivery of services must be constant with PFMA. PSGO. Parliamentary Service Act,
National Traning Council Act, relevant statutory provisions and Governmerit policies.

»  Funds must be used consistent with the requirements of the PFMA

» All directives issued by or instructon given by Chief of Secunty or Deputy Chief of
Security must be complied to.

» Rostering for duty will come from Deputy Chief of Security as per Operatioral
requirements

Recommendations:

« Adjust to make changes to the Government and Service policies.

+ Staff movements

5.6 Challenges

» Carrying out security responsibiliies and duties is a chalienge because you encounter
various security and safety situation so employees must have good public relations and
decision-making skills. knowledge and oxperiences.

« Funding shortfall in budgetary allocations presents a challenge in achieving Divisional
functional responsibilities. A major chalienge for this position s to implement strategies 1o
achieve Divisionat outcomeas within Iymited funding and time.



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
o Grade 10 or 12 Certificate with relevant security training. Successful completion of
relevant Supervisory Courses wouid be desirable

6.2 Experience
At least 3 - 5 years of experience in a security environment.

6.3 Knowledge

Excellent understanding of the government machinery.

Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.

Understanding of the processes. procedures and legistation with regards o
investigations in respect to the National Parliament.

Knowledge of principles and practices of good management and leadership.

% Y -
6.4  Skills o C
Good d of English and report writing skil WSIJ; "1“\"
« Good command of English and report writing skills AR
» Must have Supervision and team work skills ;f P
+ Good negotiation and representational skills I \

Must be Computer Literate in Microsoft applications.
People management skills

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Caths. Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature Signature

Employer (or its delegate)} Empioyee

Date Date



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION - POSITION NUMBER.
... . P35033
 DEPARTMENT: DESiGNATION;’CLASSIFI(‘ATION:
_Parliamentary Service - S_EE_U”W Officer, NPO3
- DIVISION: LOCAL DESIGNATION
' Parliamentary Corporate & Support Service ~ Security Officer
" BRANCH:; REPORTING TO:
Parliament Security Services =~ __Assistant Shift Supervisor 3 e
LOCATION: CINCUMBENT: | C A
Parliament House, Waigani, NCD o vt
HISTORY OF POSITION t};{/’}a\’“’ & "-h
"NPFILENO. . DATE OF VARIATION _DETAILS R RTAS
'ORG 1-14  30/10/14 - Reno, Redes, Re-class, Revised Dud vy
ORG:2-18 :24?09”8 ' <evisad ]
2. PURPOSE:

To ensure the safety and protection of Parliamentarians. Naticnal Parliament Staff. Others Users
and Visitors. National Parliament Building & Precincts and National Parliament Assets are protected
and or quarded by all securities

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

o Consistently maintain a 24/7 state of readiness in whilst working in preparation of any likely
emergency. crisis and/or disruption to daily operations of the National Parhament.

» Do regular perimeter patrols along the perimeter fence of the National Parliament and inside its
Building and Precincts to ensure no pertaining threat or risks are imminent.

« Immediately respond to any call for assistance in matters of security related to the protection of
Parflamentarans. staff visitors and others and company property/assets at any given time.

« Maintain up tc date knowledge of new security requirements. practices. procedures and
orocessas in the Naticnal Parliament.

o Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daily
conduct of his duties

« Actively participate in counter measures directed at resolving uniawful offences or threats
sommitted against Pariamentarians, staff. wisitors and others and company property/assets

«  Provide Daily Situation Reports and recommendations to Shift Supervisor or Assistant Shift
Supervisor

« Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
tOperations)

e« Provide escort and protection for Parliamentanans and Senior Management where a need 18
identified

o Ensure security contiol measures related to access conlral, security of the Parhament Building
and Precincts. posting of security officers and the security of all Parliamentarians are consistently
implemented effectively and efficiently.

- Ve L T I
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Take personal responsibibity in reporting to the Chief of Security and the Deputy Chief of Secunty
(Operations any fellow security officers or other staff of Parhament who may have committed a
discipiinary offence

Write reports of any security and safety :ncidence that occurs in the Parliament Building and
Precincts or at Pariiament Owned Residences

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports directly 1o the Assistant Shift Security Superviscr

Assistant Shift
| Supervisor
: \\ EJ"'\,_}’/_) :'. A 5‘1
) t _.:_\} i L) ';fl i
Security Officer: AN !
YT
— {
5.2 Internal:
. Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor.
+ Liaise directly with feliow Security Officers on areas requiring co-ordination within the

division.
« Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.

5.3 External:

o Liaise with Police Department and other security arganizations on security matters when
and if direcied by Chief of Security.

5.4 Work Environment

This position is responsible for carrying out all security operations on a daily basis.

The incumbent is required to have extensive knowledge and familiarity with secunty duties
and responsibilities. Reguire d to implement all security control measures and other security
requirements of the National Parliament on a datly basis.

5.5 Constraints Framework and Boundaries

Rules/Procedures etc:

« Delivery of services must be constant with PFMA. PSGO. Parliamentary Service Act
National Tramning Council Act. relevant statutory provisions and Government policies

» Funds must be used consistent with the requirements of the PFMA

o Al directives 1ssued by or Instruction given by Chief of Secunty or Deputy Cnietf of
Security must be complied to.

+ Rostering for duty will come from Deputy Chief of Securty as per Operatienal
requirements

Recommendations:
« Adjust to make changes to the Government and Service policies.
e Staff movements

5.6 Challenges

« Carrying out security responsibilities and duties is a chalienge because you encounter
various security and safety situation so employees must have good public refations and
decision-making skills knowiedge and expenences

« Funding shortfall in budgetary allocations presents a challenge in achieving Divisional
functional responsibilities. A major challenge for this position 13 1o smplement strategies to
achieve Divisional outcomes within hmited funding and time



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
e OGrade 10 or 12 Certificate with reievant security training. Successfui completion of
refevant Supervisory Courses wouid be desirable.

6.2 Experience
At teast 3 - 5 years of experience in a security environmerit

6.3 Knowledge
e Excellent understanding of the government machinery.
o Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.
» Understanding of the processes, procedures and legislation with regards to
investigations in respect to the National Parliament.
» Knowledge of principles and practices of good management and leadership.

6.4 Skilis
e Good command of English and report writing skills
« Must have Supervision and team work skills
« Good negotiation and representational skills
« Must he Computer Literate in Microsoft applications.
s People management skills

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962. conscientious believing the statement contain therein to be true in every particular.

Signature - Signature
Employer {or its delegate) Employee
Date Date
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1. IDENTIFICATION

_Parliament House, Waigani, NCD

PARLIAMENTARY SERVICE
JOB DESCRIPTION

“POSITION NUMBER:
PSS 034

DEPARTMENT DESIGNATION/CLASSIFICATION

Partiamentary Service _ Security Officer, NP03

BIVISION. LOCAL DESIGNATION.

Parliamentary Corporate & Support Service ~Security Officer - - h*_
- BRANCH: REPORTING TO: Y
~ Parliament Security Services .. Assistant Shift Supervisor 3 u__;zﬂ i

LOCATION: INCUMBENT i or )

HISTORY OF POSITION

NP FILE NO. . DATE OF VARIATION . . DETALS
_O__RG 1-14 30;’10!14 Reno Redes Re-class, Rev, sed
ORG: 2-18 _2_4_{99}18 ReslasslD Reveed

2. PURPOSE:

To ensure the safety and protection of Parliamentarians, National Parliament Staff, Others Users
and Visitors, National Parliament Building & Precincts and National Parliament Assets are protected
ang or guarded by all securities.

3. DIMENSION:

Budget: NA
Staff: NA
Others. NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

Consistently maintain a 24/7 state of readiness in whilst working in preparation of any likely
emergency. crisis and/or disruption to daly operations of the National Parirament.

Do reguiar perimeter patrols along the perimeter fence of the National Parliament and inside its
Building and Precincts to ensure no pertaining threat or risks are imminent.

immediately respond to any call for assistance in matters of security related to the protection of
Parliamentarians. staff. visitors and others and company property/assets at any given time.
Maintain up to date knowledge of new secunty requirements. practices. procedurgs and
piocesses in the National Parliament.

Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daily
conduct of his duties.

Actively participate n counter measures directed at resolving uniawful offences or threats
committed agamst Partliamentarians. staff. visitors and others andg company property/assets.
Provide Daity Siuation Reports and recemmendations to Shift Supervisor or Assistant Shift
Supervisor

Carry out other duties as directed by the Chief of Securty and the Deputy Chief of Security
(Operations)

Provide escod and protection for Parliamentanans and Senior Management where a need 15
identified

Ensure securily control measures reiated o access contion Parliament Buitdig
and Precincts. posting of security officers and the security of all Parliamentanans are consistently
mplemented effectively and efficiently

secunty of the
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o Take perscnal responsibitity in reporting to the Chief of Security and the Deputy Chief of Security
(Operations) any fellow secunty officers or other staff of Parhament who may have committed a
disciplinary offence

o Write reports of any securnty and safety incidence that occurs in the Parliament Building and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:
51 Reporting Relationship
This Dosmon reports d:rect!y to the Assistant Shift Security Supervisor

 Assistant Shlft
| Supervisor

i : I"I | | \
fSecurity Officer CET s /L;

A T
R

!

5.2 Internal:
. Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor.
s Liaise directly with fellow Security Officers on areas requiring co-ordination within the
division.
+ Liaise with Shift Supervisor and Assistant Shift Supervisor cn matters of interest and
importance referred by Parliament by the Management.
5.3 External:
« Liaise with Police Department and other security organizations on secunty matters when
and If directed by Chief of Security.
5.4 Work Environment
This position is responsible for carrying out all security operations on a daily basis.
The incumbent is required to have extensive knowledge and familiarity with security duties
and responsibilities Require d to implement all security control measures and other securnity
requirements of the National Parliament on a dally basis.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

» Delivery of services must be constant with PFMA. PSGO. Parliamentary Service Act.
National Traming Council Act reievant statutory provisions and Government policies.

¢ Funds must be used consistent with the requirements of the PFMA

» All directives issued by or instruction given by Chief of Secunty or Deputy Chiet of
Security must be complied to.

» Rostering for duty will come from Deputy Chief of Security as per Operationa!
requirements

Recommendations:

+  Adjust to make changes to the Government and Service policies.

e Staff movements

5.6 Challenges

» Carrying out security responsipiities and duties is a challenge because you encounier
various security and safety situation sc employees must have good public relations and
decisicri-making skills. knowledge and experiences.

« Funding shortfall in budgetary allocations presents a challenge in achieving Dwvisional
functional responsibilities. A major challenge for this position i1s to implement strategies ta
achieve Divisionat outcomes within imited funding and time

[P VO I B
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» Take personal responsibility in reporting to the Chief of Security and the Deputy Chief of Security
{Operations) any fellow security officers or other staff of Parliament who may have committed a
disciplinary offence

« Write reports of any security and safety incidence that occurs in the Parliament Building and
Precincts or at Parliament Cwned Residences.

5. NATURE AND SCOPE:

5.1

5.2

Internail:

Reporting Relationship

This position reports directly to the Assistant Shift Security Supervisor

Assistant Shift
Supervisor
acu cer ] Aan il
} ; A sé( i
- V0
i

Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor,

Liaise directly with fellow Security Officers on areas requiring co-ordination within the
division.

Liaise with Shift Supervisor and Assistant Shift Supervisar on matters of interest and
importance referred by Parliament by the Management.

5.3 External:

Liaise with Police Department and other security organizations on security matters when
and if directed by Chief of Security.

5.4 Work Environment

This position is responsible for carrying out all security operations on a daily basis.

The incumbent is required to have extensive knowledge and familiarity with security duties
and responsibilities Require @ to implement all security control measures and other secunty
requirements of the National Parliament on a daily basis.

5.5 Constraints Framework and Boundaries

5.6

Rules/Procedures etc;

Delivery of services must be constant with PFMA, PSGO, Parliamentary Service Act,
National Training Council Act, relevant statutory provisions and Government pelicies.
Funds must be used consistent with the requirements of the PFMA.

All directives issued by or instruction given by Chief of Security or Deputy Chief of
Security must be complied to.

Rostering for duty will come from Deputy Chief of Security as per Operationat
requirements.

Recommendations:

Adjust to make changes to the Government and Service policies.
Staff movements

Challenges

Carrying out security responsibilities and duties is a challenge because you encounter
various security and safety situation so empioyees must have good public relations and
decision-making skills, knowledge and experiences.

tunding shorttall in budgetary aliocations presents a challenge In achieving Uivisional
functional responsibilities. A major challenge for this position is to implement strategies to
achueve Divisional outcomes within limited funding and time.
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6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Grade 10 or 12 Certificate with relevant security training. Successful completion of
relevant Supervisory Courses would be desirable.

6.2 Experience
At least 3 - 5 years of expenence in a security environment.

6.3 Knowledge
« Excellent understanding of the government machinery.
o Extensive knowledge of the Parliamentary Service Act and other related legistative
provisions.
e Understanding of the processes, procedures and legisiation with regards to
investigations in respect to the National Parliament.
« Knowledge of principles and practices of good management and leadership.

6.4 Skills
¢ Good command of English and report writing skilis
» Must have Supervision and team work skills
« Good negotiation and representational skilis
« Must be Computer Literate in Microsoft applications.
« People management skills

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature - Signature
Employer (or #s delegate) Employee
 Date o Date 4 .
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER:
, S v . . PSS036 R
: DEPARTMENT: . DESIGNATION/CLASSIFICATION:
 Parliamentary Service _____ Security Officer, NP03
| DIVISION:  LOCAL DESIGNATION:
| Parliamentary Corporate & Support Service Securltg Officer
| BRANCH: - REPORTING TO:

Parllament Security Services

. Assistant Shift Supervisor 3

TLOCATION; S INCUMBENT

' Parliament House, Waigani, NCD

NP FILE NO. L DATE OF VARIATION DETAILS
|

HISTORY OF PE)_SITION

LORG 1-14 130110/14  Renc, Redes, Re-class, Revised Duties.
| ORG: 2-18 424;’09;’18 _ ReclasstD Rewsea o
2. PURPOSE:

To ensure the safety and protection of Parliamentarians, National Parliament Staff, Others Users
and Visitors, National Parliament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities.

3. DIMENSION: AR
Budget: NA | yr/ \
Staff: NA Y I
Others: NA RS SUUR

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

i

Consistently maintain a 24/7 state of readiness in whilst working in preparation of any likely
emergency. crisis and/or disruption to daily operations of the National Parliament.

Do regular perimeter patrols along the perimeter fence of the National Parllament and inside its
Building and Precincts to ensure no pertaining threat or risks are imminent.

Immediately respond to any call for assistance in matters of security related to the protection of
Parliamentarians, staff, visiters and others and company property/assets at any given time.
Maintain up to date knowledge of new security requirements. practices. procedures and
processes in the National Parliament.

Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daily
conduct of his duties,

Actively participate in counter measures directed at resolving uniawful offences or threats
committed against Parliamentarians. staff. visitors and others and company property/assets.
Provide Datly Situation Reports and recommendations to Shift Supervisor or Assistant Shift
Supervisor

Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
{Operations)

Provide escort and protection for Parliamentarians and Senior Management where a need s
identified

Ensure securily control measures related 1o access control. security of the Parliament Building
and Precincts, posting of security officers and the security of all Parliamentarians are consistently
implemented effectively and efficiently.
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« Take personal responsibility in reporting to the Chief of Security and the Deputy Chief of Security
{Operations} any feliow security officers or other staff of Parliament who may have committed a
disciplinary offence

+ Write reports of any security and safety incidence that occurs in the Parliament Building and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports directly to the Assistant Shift Security Supervisor

Assistant Shift
Supervisor \
N S
Security Officer ’ % P [
5.2 (nternal: \
. Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor
» Liaise directly with fellow Security Officers on areas requiring co-ordination within the
division,

s Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.
5.3 External:
» Liaise with Police Department and other security organizations on security matters when
and if directed by Chief of Security.
5.4 Work Environment
This position is responsible for carrying out all security operations on a daily basis.
The incumbent is required to have extensive knowledge and familiarity with security duties
and responsibilities. Require d to implement all secunty control measures and other secunty
requirements of the Nationa! Parliament on a daily basis.

5.5 Constraints Framework and Boundaries
Ruies/Procedures etc:

» Delivery of services must be constant with PFMA, PSGO, Parliamentary Service Act,
National Training Council Act. relevant statutory provisions and Government policies.

« Funds must be used consistent with the requirements of the PFMA,

e All directives 1ssued by or instruction given by Chiet of Secunty or Deputy Chief of
Security must be complied to.

s Rostering for duty will come from Deputy Chief of Security as per Operational
requirements.

Recommendations:

« Adjust to make changes to the Government and Service policies.

« Staff movements

5.6 Challenges

« Carrying out security responsibilities and duties 15 a challenge because you encounter
variolis security and safety situation so employees must have good public relations and
decision-making skills. knowledge and experiences.

« Funding shortfall in budgetary allocations presents a challenge in achieving Divisional
functional responsibilities A major challenge for this position is to implement strategies to
achieve Divisional outcomes within limited funding and time.
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6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
s« Grade 10 or 12 Certificate with relevant security training. Successful completion of
relevant Supervisery Courses weould be desirable,

6.2 Experience
At teast 3 - 5 years of experience in a security environment.

6.3 Knowledge
s Excellent understanding of the government machinery.
+ Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.
» Understanding of the processes, procedures and legislation with regards to
investigations in respect to the National Parliament.
« Knowledge of principles and practices of good management and leadership.

6.4 Skills
¢« Good command of English and report writing skills
« Must have Supervision and team work skills

¢« Good negotiation and representational skills "\\5-" ; _.-"‘*-t ﬁ

+ Must be Computer Literate in Microsoft applications. : 313 |\. ,
e People management skilis [

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE

| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

 Signature ~ Signature
Employer {or its delegate) Employee
 Bate R C Date
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION "POSITION NUMBER:
e e ... |PSSO037T -
| DEPARTMENT: DESIGNATION/CLASSIFICATION:
_£§r“ame“tary Service S _i Security Officer, NP03

- DIVISION: LOCAL DESIGNATION:
L_I_’El_ia_a_r_nem:elry Corporate & Support Service Security Officer L

: BRANCH: REPORTING TO:
Parliament Security Services ____ . Assistant Shift Supervisor3

LOCATION: CINCUMBENT:

~ Parliament House, Waigani, NCD

'NPFILENO. | DATE OF VARIATION |DETAILS )
_OR_G_;L—_M _ 30/10/114 - Reno, | Redes Re- class Revmeo F‘utes o
ORG 2-18 24/09/18 __{h_ueciass JD P‘:‘\.-'IStu o L
2. PURPOSE
To ensure the safety and protection of Parliamentarians, National Parliament Staff, Others Users

- HISTORY Of P_E_)_SITION _

and Visitors, National Partiament Building & Precincts and National Parliament Assets are protected
and or guarded by all securities.

3. DIMENSION:
Budget: NA
Staff: NA
Others: NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

Consistently maintain a 24/7 state of readiness in whiist working in preparation of any likely
emergency. crisis and/or disruption to daily operations of the National Parhament.

Do regular perimeter patrols along the perimeter fence of the National Parliament and inside its
Building and Precincts to ensure no pertaining threat or risks are imminent.

Immediately respond to any call for assistance in matters of security related to the protection of
Parliamentarians, staff, visitors and others and company property/assets at any given time.
Maintain up to date knowledge of new security requirements. practices. procedures and
processes in the National Parliament.

Liaise with and assist the Shift Supervisor or Assistant Shift Supervisor as necessary in the daily
conduct of his duties

Actively participate in counter measures directed at resolving uniawful offences or threats
committed against Parllamentanans, staff. visitors and others and company property/assets.
Provide Daily Situation Reports and recommendations to Shift Supervisor or Assistant Shift
Supervisor

Carry out other duties as directed by the Chief of Security and the Deputy Chief of Security
{Operations)

Provide escort and protection for Parliamentarians and Senior Management where a need is
identified

Ensure security control measures refated to access controi security of the Parliament Building
and Precincts. posting of security officers and the security of all Parliamentarians are consistently
implemented effectively and efficiently.
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» Take personal responsibility in reporting to the Chief of Security and the Deputy Chief of Security
(Operations) any fellow security officers or other staff of Parliament who may have committed a
disciplinary offence

»  Write reports of any security and safety ncidence that occurs in the Parliament Building and
Precincts or at Parliament Owned Residences.

5. NATURE AND SCOPE:
51 Reporting Relationship

: Assistant Shift
. Supervisor .
___ N _ \}\) N
' A

|
‘Security Officen f% :
L |

— !

¢h \

i

5.2 Internai:
» Provide daily briefs to the Assistant Security Shift Supervisor and the Security Shift
Supervisor.
« Liaise directly with fellow Security Officers on areas requiring co-ordination within the
division.
« Liaise with Shift Supervisor and Assistant Shift Supervisor on matters of interest and
importance referred by Parliament by the Management.
5.3 External:
s Liaise with Police Department and other security organizations on security matters when
and if directed by Chief of Security.
5.4 Work Environment
This position is responsible for carrying out all security operations on a daily basis.
The incumbent is required to have exiensive knowledge and familiarity with security duties
and responsibilities. Reguire d to implement all security control measures and other security
requirements of the National Parliament on a daily basis.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

e Delivery of services must be constant with PFMA. PSGO. Parliamentary Service Act,
National Training Council Act. relevant statutory provisions and Government policies.

« Funds must be used consistent with the requirements of the PFMA

e All directives issued by or instruction given by Chief of Secunty or Deputy Chief of
Security must be compiied to.

« Rostering for duty wili come from Deputy Chief of Security as per Operational
requirements.

Recommendations:

» Adjust to make changes to the Government and Service policies.

e Staff movements

5.6 Challenges

» Carrying out security responsibilities and duties is a challenge because you encounter
various security and safety situation so employees must have good public relations and
decision-making skills. knowledge and experiences.

« Funding shortfall in budgetary allocations presents a challenge in achieving Divisional
functional responsibilities. A major challenge for this position is to impilement strategies to
achieve Divisional outcomes within limited funding and time.
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& QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
o Grade 10 or 12 Certificate with relevant security training. Successful completion of
relevant Supervisory Courses would be desirable.

6.2 Experience
At least 3 - 5 years of experience in a security environment.

6.3 Knowledge
+« Excellent understanding of the government machinery.
« Extensive knowledge of the Parliamentary Service Act and other related legislative
provisions.
« Understanding of the processes, procedures and tlegislation with regards to
investigations in respect to the National Parliament.
« Knowledge of principles and practices of geod management and leadership.

6.4 Skills
+ (Good command of English and report writing skills
« Must have Supervision and tearn work skills
s+ (Good negotiaticn and representationai skills
« Must be Computer Literate in Microsoft applications.
*» People management skills

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
{ make this solemn declaration by virtue of the QOaths, Affirmation and Statutory Declaration Act
1862, conscientious believing the statement contain therein 1o be true in every particular.

Signature L ot
Employer {or its delegate) Employee

Date ' " Date
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