

Security Escort - February 2003


BASIC FUNCTION OF POSITION:

The incumbent provides security escort services to outside contractors, for mail services and others as required.

MAJOR DUTIES AND RESPONSIBILITIES

· Promotes a secure environment for performance of necessary work at the U.S. Embassy by non-cleared personnel.

· Maintains contact with non-cleared workers while they are in the controlled areas of the Embassy.

· Observes the work as it is performed by non-cleared personnel. 

· Secures all access points to the work areas at the close of each day or when the area is vacated for lunch or other reasons.

· Reports questionable or suspicious activities by the non-cleared personnel to the RSO.

· Collects and delivers classified pouches from Wellington Airport.

· Performs non-professional classified courier duties as required.

· Escorts personnel when they complete random procurement.

· Escorts contractors and tradespeople when work is being completed on residential properties.

· Performs other duties requiring a security clearance as necessary.

QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE:

a.  Education:  Completion of Secondary School is required.

b.  Prior Work Experience: Experience in security/maintenance work is desirable.

c.  Post Entry Training: Any person hired to work as a Security Escort will receive a security briefing from the RSO.
d.  Language Proficiency: Level III (good working knowledge) of English is required.

e.  Knowledge: Must be security conscious and be aware of surroundings and activities.

f.   Skills & Abilities: Must be an eligible U.S. citizen family member or a US Citizen eligible to obtain a Top Secret security clearance.  This requirement cannot be waived. Must be at least 18 years of age.  Must be able to work unusual working hours, outside of normal working hours.  Must possess a clean, valid drivers license.

POSITION ELEMENTS:

a. Supervision Received: Falls under the direct supervision of the Site Security Manager (RSO) when conducting escorts in the Controlled Access Areas (CAA) during projects requiring a Construction Security Plan (CSP).

b. Available Guidelines: The RSO and FMS as required will provide information as required.

c. Exercise of Judgment: Must use judgment to determine any questionable or suspicious activities.

d. Authority to make Commitments:  None
e. Nature, Level & Purpose of Contacts: Will have face-to-face contact with non-cleared personnel who are on USG property for official purposes.

f. Supervision Exercised:  None
g. Time Required to Perform Full Range of Duties: One month
