Job Description


	Cleaner

	1. Job Environment

	Position Information:
	Reporting Lines:

	Department/Division: Program Implementation

	Report To: 
Regional Director



	2. Job Objective 

	The overall purpose of the position is the sanitation of building and equipment.



	3.Functions of the Position

	1. Keep the Office accommodation to a high standard of cleanliness by regular cleaning and vacuum cleaning internally. 
2. External environment to be kept litter free and tidy.
3. Ensure the rooms of officers/staff are swept thoroughly clean everyday either before or after the office hours.
4. The doors, windows and glass panes are regularly dusted and wiped kept free from dust.
5. Clean Offices; Conference/meeting rooms, lobbies, lounges, restrooms, corridors, stairways, and other work areas so that cleanliness and health standards are met.
6. Clean rugs, carpets, upholstered furniture, and/or draperies, using vacuum cleaners and/or shampooers.
7. Cleaning /washing of the OT and labour room linen before sending to washer man
8. Empty wastebaskets, empty and clean ashtrays, and transport other trash and waste to disposal areas.
9. Sweep, scrub, wax, and/or polish floors, using brooms, mops, and/or powered scrubbing and waxing machines or manually.
10. Responsible for replenish supplies such as bathroom items.
11. Maintenance of cleaning Machine in proper working order.
12. Any other duty assigned by supervisor.



	4. Interaction

	Within the organization
	Outside the organization

	Regional Staff
Flied Staff
	Visitors
Clients



	5. Competencies

	Interpersonal Skill                                                      
Active Listening
Clear Speaking
Reading Skills
	Management Skills
Complete time sheets
Activeness
Supervision
	Technical Skills 
 Know safety measures
Numeracy skills, for measuring out cleaning fluids



	6.Desired Profile of Incumbent Person Specification

	1.Education/Qualification:
	2.Work Experience & Traits:

	Metric
	[bookmark: _GoBack]1 to 2 years’ experience in same capacity
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