
                                                                                             

JOB DESCRIPTION 

 

OBJECTIVE: 

Gives direction, controls and safe guards all guests, visitors, employees and 

their property when in the premises. To Analyse the various problems 
confronting the Security Department & develop solutions.  
 

PRINCIPAL ACCOUNTABILITY: 

 To direct and co-ordinate the overall activities of the Security 

Department.  

 To guarantee the safety of all the guests, employees and hotel property. 

 Responsible to create awareness and coordinate trainings on Fire Safety 

and fire drills, Crisis Management etc. 

 Be aware of the Fire and Emergency procedures, and the Departments 

responsibility in an emergency. 

 Responsible for preparing emergency procedures e.g. Bomb Threats, 

Riots, Fire, and training of all relevant staff members. 

 Be aware of the Security policies and procedures of the Hotel, and 

ensure that at all times in all areas of the Hotel that they are being 

strictly adhered to. 

 Briefs Supervisors on function, VIP arrivals and other events, which will 

necessitate additional or special preparations. 

 Deal personally with any incident involving hotel guest or their property. 

 Ensure departments deal swiftly and cautiously with any injuries / 

hospitalization, in conjunction with the Duty Manager/HR department. 

 Conduct regular operational meetings to review, monitor, adjust and 

upgrade the performance of the Department as a whole, explaining new 

directions and policies and procedures at the same time. 

Title:  Assistant Manager 

Department: Security 



                                                                                             

 Observe the Sec. Sup. / Sec. Assts. / Sec. Guards at their respective 

posts and assists Human Resources department in the supervision of 

time office facility. 

 Ensure full daily record is maintained via the internal communication 

book, control room, incident log book and deployment register and 

personally read the same to determine need for action / follow-up. 

 Ensures correct and control procedure are maintained for staff 

transportation / dropping / pick-up. 

 Assist the relevant departments in upkeep of first aid boxes / eyewash 

stations if required and coordinate that security staff should trained in 

CPR Procedure. 

 Conducts frequent front and back of house checks ensuring the 

procedures, standards of employee grooming and manning levels are in 

order and takes appropriate action where necessary. 

 Conforms to and enface policies & procedures and rules & regulations 

as laid down by MAYFAIR and the hotel in order to achieve the highest 

levels of uniformity and guest service. 

 Delegates to and supervise all staff within the department and assist 

them in preparing work schedules. 

 Directs and controls all subordinate to ensure that all day to day 

operational matters are handled on time. 

 Establish control procedures in all operation aspects in accordance with 

hotel’s policy. 

 Implement and enforces safety regulations and house rules. 

 Investigate cases happened in the hotel. Should criminal cases are 

occurred in the hotel, Assist Police to do investigation work. 

 Maintain a Hotel logbook on incidents, complaints etc. and refer them, 

if required to the appropriate department for follow up action. 



                                                                                             

 Performs special duties as required or designated by the Resort 

Manager. 

 Prepare job responsibilities of the security department. Adjust and 

update it according to the working situation. 

 Prepare the plan (especially during the densely populated or vehicle 

period) for external traffic, so as to keep the hotel area in good order. 

 Prepare various monthly reports as required by the Resort Manager 

including complete preliminary investigations and record losses / thefts 

reported etc. 

 Responsible for implementing the policies and procedures in operation 

of the Security. 

 Responsible for the entire operations, staffing and equipment of the 

Security Department. 

 Through close supervision recommend improvements and changes to 

the operation of the Security Department especially creating service 

standard of the hotel. 

 To handle and resolve all guest queries and complaints in an efficient 

manner and to establish an amicable relationship with all clients, 

customers and guests of the Hotel. 

 Attend all the emergency calls during his shift and sort out problem, 

Will physically check all fire alarms and be physically involved in 

coordination / fire fighting efforts in a fire emergency. 

 Maintains a good personal rapport with the local police and would liaise 

with them on a regular basis. 

 Will ensure that proper procedure in respect of incoming / outgoing 

material is followed. 

 Would ensure that all equipment under his charge are properly 

maintained and in proper working order. 



                                                                                             

 To organize proper maintenance of records in respect of hired transport 

and ensure proper discipline is followed by the drivers. 

 Will ensure that necessary arrangements are made at time of heavy 

function days. 

 Will effectively resolve any incidents of guest behavior inconveniencing 

other guests. 

 To promote the Company Mission Statement through continual 

demonstration of the Personality.  

  


