JOB DESCRIPTION


FULL NAMES:




POSITION DESCRIPTION



Job Title:

:

CLEANER/TEA LADY
Department:

: 

TZANEEN - ADMIN

Date Reviewed:
: 

KCS 20.05.2019

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 friendly and professional image and to look presentable at all times.

KEY PERFORMANCE AREAS
 


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

· Report anything that is broken or damaged.

· Duties include floors, walls, desks, windows, equipment, bathrooms, kitchen and area just outside building.

· To provide Tea / Coffee for all staff members at tea-breaks and to guests on request.

· The running of work related errands. 

· To maintain the cleanliness of the restrooms.

· To always be professional, presentable and friendly.

· Assist with filing/banking.

AUTHORITY

Accepting full responsibility for all duties in key performance areas


OTHER ASSIGNMENTS


To perform  any  other  duty/assignments  as  and  when  directed  to  do  so  by  the  Managing  Director/Tzaneen Branch Manager.

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

__________________________                                         ___________________________
EMPLOYEE                                                                      DATE

__________________________                                        __________________________

DEPARTMENT  MANAGER                                           DATE

__________________________                                         ___________________________

L L  ROBINSON                                                               DATE

HR  ADMINISTRATOR 
