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An ALLIED UNIVERSAL Company

Standard Operating Procedures (SOPs) for Security Operations Specialist

trefe®s N SEEIESERERF (SOP)
1. Day-to-Day Operations H %23
1.1 Office Orientation for New Hires 7 A B ABREZE|

e Objective: Ensure new hires are familiar with office amenities and contacts.

HE  HEpRRTE A BRI A e 5=t -
e Procedure f2FF :
1. Provide new hires with an office tour.
FeHTHE N B 48 TIFERES -

2. Highlight locations for supplies, amenities, and key contact points for the Workplace
team.

SO TAERFE YA A~ (EFE A 1 SE S R B -
3. Ensure new hires are introduced to relevant personnel.
HESRHETHEE A B 44 HHRARY RS
1.2 Administration and Training & ¥ EE5l| &%

e Objective: Maintain effective administration and training for all staff.
HEE : RAvA B TREETARE A4 -
e Procedure 2 :
1. Conduct regular training sessions for new and existing employees.
TE R Ry R N BAIEUA & TS SRR -
2. Update training materials as necessary.
MR R S S B e R
3. Maintain records of all training activities.
YT A SRR B IISRE0EE -
2. Local Transportation Coordination IR iE {7

2.1 Coordination with Vendors Bt FERS {738
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e Obijective: Efficiently manage local transportation services. A BLLED TUIERSAL Gompany

HEE : ARE B R RS SR -
e Procedure 2%
1. Liaise with transportation vendors to arrange services.
B i o (L g o R R 22
2. Address and escalate any security or safety issues as needed.
PRSP 5 Fg A P AR o A T 2 = AH BRI R -
3. Review service performance regularly.
TEHAERZ IR R
3. Client and Employee Relations & FH18 T &
3.1 Relationship Management BE{&E&
e Objective: Build and sustain positive relationships with clients and employees.
ERE © B2 = B LG SR IR A (4 -
e Procedure f£fF :
1. Schedule regular check-ins with clients and employees.
EHZHFE PR TAE -
2. Address any issues or concerns promptly.
R An] ] R BB S
3. Document feedback and implement improvements as necessary.
PR (Bl BB SOk TN B -
4. Security Services ZE& RS
4.1 Quality Assurance IR SnE (RS

e Objective: Ensure high-quality security services.
BE - wER2 LS B L 2 IR -
e Procedure f2FF :

1. Conduct regular reviews of security service performance.
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2. Implement corrective actions for any identified issues.
HMEAT E R R A RO T S -
3. Provide ongoing training and support for security personnel.
Frg Rt N BRI EE I SRS % -
5. Support Services Coordination 7 ¥R 75 B 1 58

5.1 Coordination and Service Management 1725 B T AR 7%

e Objective: Ensure effective management of support services.
B - R SCIRARS R A RCE R
e Procedure f£fF :

1. Coordinate with relevant departments to ensure support services meet operational
goals.

BHRABRF AR - MECR SRR B W e S B AR -
2. Monitor and report on service performance.
B BRI S AR TR RE
3. Adjust services as necessary based on feedback and performance data.
RIS [ BE AR R RE B - BB IR RR K -
6. Communication &i§
6.1 Client Communication &~ 7#i§
e Objective: Maintain regular communication with clients.
L B SRR E R EE -
e Procedure f2FF :
1. Provide regular updates on program status and issues.
JE B At A BRI KRR AN R R BT -
2. Schedule periodic meetings to discuss progress and concerns.
TE BRI E

3. Document and address client feedback.
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7. Event Security JEEZ2%
7.1 Security for Events and Meetings JEBRIE BN 2SS

e Objective: Ensure the security of on-site events and meetings.
BiE - RIS RIS R LR -
e Procedure f2FF :
1. Assess security risks associated with events.
ST B AR 2 2 b -
2. Develop and implement security plans for each event.
Ry EHE S E M E i 2 25T E -
3. Review and update security protocols as needed.
MRIEREEEMNENLETE -
8. Standard Operating Procedures (SOPs) and Protocols fFE£{EZ#2F (SOP) MR
8.1 Development and Maintenance 2§ Efifi:zE
e Objective: Establish and maintain SOPs for security operations.
EFE BT Z 2 = 1Y SOP
e Procedure f2FF :
1. Develop SOPs for reporting, incident response, risk management, and other areas.
Fydy ~ SBlolfE - b & B EA 5 i ] E SOP -
2. Review and update SOPs regularly.
TE HEE A FISEHT SOP ©
3. Communicate changes to all relevant personnel.
B S BT A A& -
9. Incident Tracking and Reporting EEHUCEHCIERE
9.1 Incident Documentation {4

e Objective: Accurately track and report incidents.
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e Procedure f£fF :

1. Record all incidents promptly.
K FEC sk A B
2. Prepare quarterly reports summarizing incidents and responses.
R RS RAE E A E
3. Review reports to identify trends and areas for improvement.
A EL s DU E I AR 3 S U Y <R e, -
10. Site Inspections and Audits ¥R I5RENIFERX
10.1 Inspection and Audit Management f&&EFIFEI%Z B H
e Objective: Ensure timely and accurate completion of site inspections and audits.
EEE © BRI AR 56 p RS i B AIFE R -
e Procedure f£fF :
1. Schedule regular site inspections and audits.
LHEE B GIR EAREH -
2. Document findings and report deficiencies immediately.
SR RIS B 2R -
3. Implement corrective actions as necessary.
MRS i EFH T -
11. Public Safety Agency Relations B/ \ZRP5 /MR (%
11.1 Relationship Building BE{&E 1T
e Objective: Foster positive relationships with local public safety agencies.
L - BLEMBT A SRR IR (4 -
e Procedure f2FF :

1. Schedule regular meetings with local law enforcement, fire, and other agencies.

TR EREUEET ~ HPIRI AR E I
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2. Share relevant information and collaborate on security matters. ! o

AR AR 2 MR T & 1F -
3. Maintain a contact list for quick communication.
HERERAE A BF M AR AT TR -
12. Training and Onboarding Z{ & 35/|#kEL A\ & ZI[Hk
12.1 Training Program Management Z{ 5 3/l|¢fz1 8] E
e Objective: Complete and document all training and onboarding activities.
L : RS AT AR B R BUES) -
e Procedure 2% :
1. Facilitate completion of company and site-specific training.
(e HESE Pl A BRI (F SEER s E Hsall £ -
2. Maintain records of training and onboarding activities.
HEREIEHIIA AR S EI Y S0 -
3. Assist new team members with departmental training.
BT E 5 ke & T A BR BRI
13. Additional Responsibilities E A F{E
13.1 Task Management k&1
e Objective: Manage additional responsibilities as assigned.
B« B ECHY AR E -
e Procedure f2FF :
1. Review and understand assigned tasks.
EEN IR BOHIEFS -
2. Collaborate with internal stakeholders to ensure task completion.
BN ERA F R (R NI E TR LAMECR TS S8 1K ©
3. Report on task progress and completion.

HRE BN SE RS -
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14. Business Operations Support =S5 R 7 2
14.1 Coordination with Business Units B P9 158
e Objective: Support business operations through coordination with other units.
HER ARt S EM A AR SR S S TS -
e Procedure f2FF :
1. Collaborate with other business units on operational tasks.
BIELA S R & VR IL [E] S8 & B -
2. Address any issues or challenges that arise.
g H B A TR B ER -
3. Document and report on support activities.
SCERAIER S SR -
15. Recruitment Support IHFE &
15.1 Candidate Facilitation {Zi% A\ (£
e Objective: Assist with recruitment and onboarding of job candidates.
R © i B IHBS AR B AR EE -
e Procedure f&f% :
1. Coordinate logistics for candidate visits and interviews.
Troh e 2 A\ R s Y 2 B A -
2. Ensure a welcoming experience for candidates.
HEpREE BERIRE LA HIAS S
3. Support the onboarding process as needed.
RIS R S Sl AR -

16. Front Desk Management i

16.1 Call Management BEEIR & &

e Objective: Efficiently manage front desk phone operations.

FE A A A -



An ALLIED UNIVERSAL Company

e Procedure f£fF :
1. Screen and direct calls appropriately.
7 S B SR N B R
2. Record and relay messages as necessary.

FRIG AR R BRI h 4 2 -

3. Maintain professionalism and courtesy in all interactions.
TEATE B8 IrFFE RGN -
17. Administrative Duties TR S
17.1 Support and Tracking 72 EAIERE
e Objective: Assist with administrative tasks and inventory tracking.
L WAL E RN T G
e Procedure 27 :
1. Manage mail duties and inventory tracking.
BRI S AR AT A B
2. Perform other administrative tasks as assigned.
BT HAM A RO E AR -
3. Ensure accuracy and timeliness in all administrative functions.
TR IR E T AR M M A R
18. Access Control P92 ]
18.1 Visitor and Card Access Management 55 & AR EH
e Objective: Manage building access and visitor systems.
L : BRI E R -
e Procedure f2FF :
1. Monitor and control access through the visitor management system.
B EE AR BB -

2. Activate and deactivate card access for vendors and employees.



BARORIE I B R b2 B THIFIZERHEIR -
3. Conduct monthly badge audits for compliance.
FHETPIE- e E DR S (0 A E -
19. Compliance and Reporting JEFEE & e
19.1 Facility Access Policy Compliance 2538 Ao 43R &0
e Objective: Ensure compliance with access policies.
L © BEORF IR EIREFT S HRE -
e Procedure 2% :
1. Monitor compliance with Facility Access Policy.
B Pt ) A AR 2 FE 1
2. Report any policy violations immediately.
TLBISR A & SR EIT By -
3. Implement corrective actions as necessary.
IR KA TR IE A -
20. Patrols and Inspections @R IFGE
20.1 Security Patrols and Room Inspections Z£& @R EfljRE
e Objective: Conduct regular patrols and inspections.
L EHAAE R AR -

e Procedure f2FF :

1. Perform daily patrols to verify door security and room conditions.

HELT H 2R DUBag P 2R 2 S FIER BRI
2. Report any deficiencies to GSCC.
WA EfRIEAS - TTRHZ B e b th R 5 -
3. Verify IDF/Server room temperatures and report issues.
Bt {(FIk et P R N B AR P i s i -
21. Site Safety Inspections EFBEZ & E
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21.1 Detailed Safety Inspections 4 ZZ- &M E
e Objective: Conduct regular site safety inspections.
R« E BT T2 e A -
e Procedure 2% :
1. Schedule and conduct detailed safety inspections.
LR ETTH L 2R -
2. Document and report findings.
SCERNIER S AR
3. Address any identified safety issues promptly.
SRS AT A S R 22 R R -
22. Facility Deficiencies and Emergency Notifications % fr L fEFI B o iR
22.1 Deficiency Reporting and Emergency Procedures SR < fESTE 7
e Objective: Report deficiencies and initiate emergency notifications.
ERE © S mrbe a7 I BN BB S sl ag -
e Procedure f2FF :
1. Report facility deficiencies immediately.
RVARIEC g i 2
2. Initiate emergency notifications to GSCC as required.
Fr Bm A Frhe L B g -
3. Follow up on resolution of reported issues.
PROEE 2 R A R IB L -
23. Misconduct Reporting B AN EfTE
23.1 Reporting Misconduct and Threats 22 N E 17 ARNEZ
e Objective: Report any misconduct or threats.
HER © BN ST HEE -
e Procedure f2FF :



1. Document and report any misconduct or threats that could impact employees, Brang, =™

or operations.
SUBRAG R S (] FTRERS » R EGE RN E T R -
2. Implement necessary protective measures.

B A IPRE IR -

EE

3. Notify appropriate internal stakeholders.
R E AN ER B -
24. Duress Alarm Testing 23023z HIS,
24.1 Testing and Coordination JHIEAA1t73R
e Objective: Conduct duress alarm tests.
o HHY: ETEOEHRMNH -
e Procedure f£fF :
1. Schedule and coordinate monthly duress alarm tests with GSCC.
Bl GSCC ZeFMIha i H iV & i B il -
2. Document test results and address any issues.
SO MG AN SR AT frT TR -
3. Ensure ongoing compliance with testing requirements.
HEPRISFRE T St IR -
25. First Aid and Certification S:R¥rHIEIEE
25.1 First Aid Assistance and Certification &R3EBIRIEIES
e Objective: Provide first aid and maintain certification.
L RS e aeEs -
e Procedure f2FF :
1. Render First Aid/AED/CPR assistance as needed.
TR TR AL SO/ AED/CPR S 428) -
2. Maintain active certification within 90 days of onboarding.

HEPRAEEIRE 90 RTORGEE ZHHVABUE
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3. Participate in regular refresher training. ! o

SE ARTE RS B
26. Law Enforcement Assistance JERR ST 7Bl

26.1 Assisting Law Enforcement B0 E

e Objective: Support law enforcement requests.
HEE « SEEHK -
e Procedure f2FF :
1. Follow client’s policies and procedures when assisting law enforcement.
TETRBIEVERT - S5 EEE R PRI BRI -
2. Ensure appropriate escalations and notifications.
Tl R & HR T 1A BRI 3 -
3. Document all interactions with law enforcement.
SUSREREE PTRRT A A E) -
27. Event Security Services JEEIZZ 2R
27.1 Coordination and Support 18L&
e Objective: Provide security for internal events.
HEE : RNEEEHE At et
e Procedure f&f% :
1. Coordinate security services for internal events.
N B E B 2 R -
2. Provide support as needed, including extended hours.
RIS TR TR 1% - EHEE & RG] -
3. Ensureall

HEPRATE Z 2 e P e



