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JOB DESCRIPTION
	Role Title
	Security Guard (×9)

	Department
	Operations and Administration

	Reports To
	HR & Admin Manager / National Coordinator, Sierra Leone

	Locations
	Freetown HQ (4 Guards) | Kenema Office (3 Guards) | Kono Office (2 Guards)

	Total Vacancies
	9 positions across three locations

	Contract Duration
	12 months with possibility of renewal based on funding and performance

	Salary
	Competitive – commensurate with experience. Additional benefits include medical allowance.

	Context

	Rainbo Initiative (RI) is a leading Sexual and Gender-Based Violence (SGBV) prevention and response organisation with operations in Sierra Leone, Liberia, and Guinea. In Sierra Leone, RI maintains a national headquarters in Freetown and sub-offices in Kenema and Kono. Given the sensitive nature of RI's work – which includes serving survivors of SGBV, handling confidential case information, and managing donor-funded assets – the security and protection of staff, clients, premises, and organisational property is of critical importance.

	The Security Guard is therefore a frontline role in ensuring that all RI offices in Sierra Leone operate within a safe, secure, and professional environment at all times, upholding the dignity and safety of all who enter RI premises.

	About the Role

	Under the direct supervision of the HR & Admin Manager and the in-charge Officer at each location, the Security Guard is responsible for maintaining the physical security of RI's offices, assets, and personnel. The Security Guard will work on a rotational shift basis to provide 24-hour coverage where required, and will be the first point of contact for access control at all RI premises.

	Key areas of responsibility include:

	•  Access Control & Visitor Management

	•  Premises and Asset Security

	•  Emergency and Incident Response

	•  Safeguarding and Confidentiality of Clients and Survivors

	•  Health, Safety and Fire Prevention

	Main Responsibilities

	1.  Access Control and Visitor Management

	•  Control and monitor all entry and exit points of RI offices at all times.

	•  Screen all visitors, verify identities, and record arrivals and departures in the visitor logbook.

	•  Ensure that no unauthorised person gains access to RI premises, particularly to clinical, case management, and administrative areas.

	•  Politely but firmly enforce access protocols in line with RI's safety and safeguarding policies.

	•  Escort visitors to appropriate staff members and ensure they are never left unaccompanied in restricted areas.

	•  Manage the flow of clients and service users, including SGBV survivors, with sensitivity and discretion.

	2.  Premises and Asset Security

	•  Conduct regular patrols of the office premises – indoors and outdoors – throughout each shift.

	•  Ensure all doors, windows, gates, and perimeter barriers are properly secured at the start and end of each shift.

	•  Monitor CCTV systems or physical observation points and report any suspicious activity immediately to the line manager.

	•  Safeguard RI's physical assets, including vehicles, equipment, furniture, and documents, from theft, damage, or unauthorised removal.

	•  Maintain a daily security logbook recording all incidents, observations, and shift handover notes.

	•  Report promptly any damage to premises, equipment, or infrastructure to the Admin Officer.

	3.  Emergency and Incident Response

	•  Respond promptly and calmly to emergency situations including fire, medical emergencies, threats, or civil disturbances.

	•  Activate alarm systems or escalate to relevant authorities (Police, Fire, Medical) when required.

	•  Support the evacuation of staff and clients in the event of an emergency, following RI's established evacuation procedures.

	•  Complete accurate incident reports for any security breaches, accidents, or unusual occurrences within 24 hours.

	•  Liaise with local law enforcement agencies as directed by the HR & Admin Manager.

	4.  Safeguarding and Confidentiality

	•  Uphold the dignity, privacy, and confidentiality of SGBV survivors and other clients at all times.

	•  Never disclose any information about RI's clients, case management, or staff to third parties.

	•  Maintain a calm, non-threatening, and professional demeanour especially when interacting with survivors and vulnerable persons.

	•  Report immediately to the line manager any safeguarding concerns observed in or around RI premises.

	•  Comply fully with RI's Code of Conduct, Safeguarding Policy, and Sexual Exploitation and Abuse (SEA) Policy.

	5.  Health, Safety and Housekeeping

	•  Ensure the compound, reception areas, and immediate surroundings are kept clean, safe, and free of hazards.

	•  Monitor and enforce compliance with safety procedures, including no-smoking policies and vehicle speed limits within the compound.

	•  Check fire extinguishers and emergency exits regularly and report any faults to the Admin Officer.

	•  Assist with receiving and recording deliveries to the office, checking items against delivery notes.

	•  Carry out any other duties as reasonably required by the HR & Admin Manager or National Coordinator.

	Skills, Experience and Knowledge

	Essential Requirements and Experience

	•  Minimum WASSCE or equivalent secondary school certificate.

	•  Minimum 2 years of experience in a security guard, watchman, or related role, preferably in an NGO, health facility, or corporate organisation.

	•  Police Clearance Report 

	•  National ID Card

	•  Two Moral Guarantors 

	Skills

	•  Strong observational skills and attention to detail.

	•  Ability to remain calm, professional, and alert under pressure or in emergency situations.

	•  Excellent interpersonal and communication skills – respectful and empathetic with staff, clients, and visitors.

	•  Physical fitness and ability to stand, patrol, and remain alert throughout extended shifts.

	•  Ability to work independently and as part of a team.

	•  Time management and punctuality – reliability in shift attendance is essential.

	•  Basic understanding of first aid (training will be provided if not already certified).

	•  Ability to use basic communication tools (phone, radio) for reporting and escalation.

	Desirable

	•  Previous experience working with an INGO, health NGO, or SGBV-focused organisation.

	•  Basic first aid certification.

	•  Familiarity with Sierra Leone Police protocols or community policing approaches.

	•  Working knowledge of safety systems, CCTV operation, or access control technology.

	RI Values

	The successful candidate should strive to live RI values in every aspect of their work.

	•  Locally Driven – We believe in the power of communities to identify lasting solutions that resonate with their unique socio-cultural context in addressing SGBV.

	•  Inclusion – We are dedicated to providing age-appropriate services to everyone who needs our services irrespective of age, religion, and sexuality.

	•  Survivors Solidarity – We stand and work together with survivors for a fairer, just and supportive society.

	•  Trust – We know that the people we work with trust us. We will never compromise such trust and will ensure our employees are accountable, open, and transparent.

	•  Evidence-Based – We are data-driven and we continuously seek best practices to improve our work.

	•  Network & Partnership – We reach out, collaborate, and build trusted and mutually beneficial relationships with government, partners, donors, and the community.

	In addition to our values, we hold safeguarding at the centre of our work. We ensure that our board, staff, and partners uphold safeguarding in all that they do, especially for children, young people, and vulnerable adults.

	How to Apply

	Please send a Cover Letter and updated CV to hr@rainboinitiative.org with the subject line: "Application – Security Guard [Location]" (e.g., Application – Security Guard Freetown). Only shortlisted candidates will be contacted. Applications are reviewed on a rolling basis.

	"LISTEN" – Rainbo Initiative: Empowering Communities to End Gender-Based Violence.
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