	Job Description and Specifications

	Position Title
	Cleaner
	Position Grade
	

	Department
	Mellets
	Location
	Kathu

	Reports to
	Financial Manager 
	Direct Reports
	None

	Internal Relations
	Mellets Staff  
	External Relations
	Clients – When asked for tea/coffee 

	Job Code
	CLNR
	


	Basic Function
	Keep buildings in clean and orderly condition. Perform heavy cleaning duties, such us cleaning floors, washing walls and glass, and removing rubbish.


	Key Responsibilities 

	Core
	1. Clean building floors by sweeping, mopping, scrubbing, or vacuuming them.

2. Gather and empty trash.

3. Service, clean, and supply restrooms.

4. Follow procedures for the use of chemical cleaners and power equipment, in order to prevent damage to floors and fixtures.

5. Move heavy furniture, equipment, and supplies, either manually or by using hand trolley.

6. Requisition supplies and equipment needed for cleaning and maintenance duties.

7. Clean and polish furniture and fixtures.

8. Clean windows, glass partitions, and mirrors, using soapy water or other cleaners, sponges, and squeegees.

9. Dust furniture, walls, machines, and equipment.

10. Mix water and detergents or acids in containers to prepare cleaning solutions, according to specifications.

11. Responsible for the bottled water in the dispensers.
12. Cleaning satisfaction ratings

	EHS
	1. Adhere to PPE requirements of Employees


	Decision-Making

	1. Correct action according to the authority limited.


	Key Performance Indicators (KPIs)

	1. Abide by the goal setting forms (Individual KPI’S) of the current financial year


	Qualification

	Qualifications
	1. Grade 12 (Matric).



	Experience 

	*Note: Industry Experience wherever its applicable

1. Minimum of 2 years related experience
2. Experience in Logistics or transport industry will be beneficial


	Competencies - Professional 

	· Adaptability

· Communication 

· Networking / Relationship Building

· Stress Management

· Initiative 

· Planning & Organizing

· Teamwork 

	Competencies - Technical 

	· Language Proficiency knowledge (English)


	Competencies – EHS

	· Knowledge of basic environment health and safety requirements


Date of Release 30/09/2023
	Prepared by:
	Reviewed by:
	Approved by:

	Manager
	HRD
	Operations Director


I hereby confirm my utmost commitment in fulfilling all the requirements including above and any amendment to this document.

Management reserves the right to amend the Job description at any time without prior notice.

	Employee Name:
	Signature:
	Date:
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