JOB DESCRIPTION

NAME: 








POSITION DESCRIPTION

JOB TITLE:


CLEANER / TEA LADY

DEPARTMENT:    


Sales Department

REVISED BY:



GRANT TRUEMAN
REVISION DATE:


Updated: KCS 2009/07/14
PURPOSE OF POSITION

To ensure that the premises are constantly maintained in a clean and orderly fashion and therefore to project a professional image of the company. Also to ensure that the staff members are provided with beverage during the company allocated tea breaks and to occasionally provide Tea / coffee to guests outside the intervals if requested to do so by their manager. To portray a professional image and to look presentable at all times.

KEY PERFORMANCE AREAS

· Cleaning 

· Making tea/coffee

DUTIES AND RESPONSIBILITIES

· Keep the building, offices, workplace and premises clean.

· Duties include floors, walls, desks and stairs.

· To provide Tea / Coffee for all staff members and guests on request

· The running of work related errands. 

· To maintain the cleanliness of the restrooms.

· To always be professional, presentable and polite.

AUTHORITY

Accepting full responsibility for all duties and key performance areas

OTHER ASSIGNMENTS 

To perform any other duty/assignment as and when directed to do so by their Manager in charge.

The above Job Description was read, understood and accepted by the employee.

NAME:           
  _______________________

SIGNATURE: 
  _______________________

DATE:           
  _______________________ 

Department Manager 





HR Department

NAME:

  _______________________


NAME:           
  _______________________

SIGNATURE: 
  _______________________


SIGNATURE: 
  _______________________

DATE:           
  _______________________ 


DATE:           
  _______________________ 
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