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National Human Rights Commission A\

Job Description

Title of Post: . Security Officer
Duty Station : NHRC Central Office
Line Manager : Report to Administration Division

The National Human Rights Commission (NHRC) was established as an independent and
autonomous Constitutional institution. It has the primary responsibility to protect and promote
human rights countrywide. Due to the sensitivity of NHRC’s mandate and its expanded
investigation and monitoring activities throughout the country, particular attention needs to be
devoted to security. The Security Officer will assist NHRC in setting up mechanisms for
security preparedness and handling of security concerns.

Responsibilities:

Under the supervision of the Secretary the incumbent will carry out the following duties:
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Collect and analyse security information from various sources and have in-depth
knowledge of the security situation and provide advice accordingly.

Provide briefings on the security situation, in particularly to new arrivals and visitors.
Maintain regular contact with law enforcement security agencies and others as
necessary.

Coordinate with the pertinent local authorities security arrangements as necessary.
Prepare analytical and detailed security reports as required.

Prepare and render operational a comprehensive Security Plan for NHRC.

Ensure procedures are in place regarding access to NHRC's premises.

Assist in ensuring proper security arrangements and/or enhancements take place for
NHRC to have relatively secured premises.

Assist and provide advice with regard to NHRC's staff and visitors' accommodation
arrangements.

Designate and permanently review adequateness of evacuation/re-location routes,
concentration points and safe-havens.

Maintain updated contact lists of NHRC staff and dependents, visitors and/or
consultants.

Maintain updated information on public and private air, road and sea-transport
companies, and state of infrastructure and roads.

Maintain updated information on medical facilities available.

Ensure the safety of NHRC's vehicles and assess other ways of transportation used by
NHRC and advice accordingly.

Respond on a 24-hour basis whenever a security-related incident affecting NHRC or a
staff member and his /her dependent occurs and provide assistance as appropriate.
Assist in carrying out background checks in particular with regard to security guards
and as required.

Provide continuous training and re-freshening courses on security and related subjects
to NHRC staff.



In addition to the above, the incumbent will be required to carry out any other work related
duties as required by the Line Manager.

The incumbent should be ready to travel throughout the country and show flexibility to work
beyond official working hours/days.

Qualifications Required:

Academic Background:

Work Experience:

Language Skills:

Other Essential Attributes:

Military, Armed Police Force, Nepal Police or any other
security degree.

Have at least five years' experience on security management
and/or related disciplines.

Good communication skills in Nepali and English.

Be physical and psychologically fit for working under stressful
conditions. Be an initiator, motivator, and have rapid-decision
skills. Have basic computer skills. Be able to drive vehicles and
motorbikes.



