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STATEMENT OF DUTIES

Position:	Part Time Cleaner
Award:	Aboriginal Community controlled Health services award 2020           
                                
Hours of Work:	8 hours per week
			6.00am – 8.00am 
			Tuesday – Friday 
Responsible to:	Integrated Health Services Manager
SUMMARY OF DUTIES
The Cleaner is to ensure that the hygiene and cleanliness of the premises is of an exceptional standard. 

They are also to ensure that all WHS legislative requirements are always adhered to.  

CORE FUNCTIONS
· Cleaning of the premises in accordance with the attached schedule
· Management  & maintenance of cleaning resources
· Adhere to WHS legislative requirements
· The Cleaners Storeroom is to be secured at all times to ensure that no unauthorised entry occurs by staff or the public.   
· Any other duties as directed by Management

ESSENTIAL
· Proven professional cleaning experience 
· Management & maintenance of cleaning resources
· Understanding of WHS safe work practices
· Ability to follow directions
· Excellent time management in working to schedule and organisational skills
· Ability to work cooperatively within a team environment
· Good communication skills
· Attention to detail

DESIRABLE
· Driver’s license and own transportation

WORK SCHEDULE

DAILY TASKS
Toilets 
· To be cleaned daily, floors to be mopped daily
· Taps & hand basins to be cleaned daily and mirrors cleaned
· Dust window ledges, skirting boards and door tops
· Refill toilet rolls and hand towels

Kitchen Areas
· Empty bins and replace plastic liners
· Wipe bins 
· Wipe tables, benches & sinks
· Wipe fridge and microwaves
· Mop floors

Clinic Rooms
· Empty bins and replace plastic liners
· Wipe all surfaces of examination beds
· Change linen on examination beds
· Wipe all desk areas
· Wipe down all window ledges, skirting boards, cupboard tops and ceiling fans
· Thoroughly sweep vinyl or tiled areas
· Mop daily
· Wipe computer equipment over with a static cloth
· Approved chemicals only to be used in clinic rooms

Offices
· Empty bins and replace plastic liners
· Wipe all desk areas with a dry cloth
· Vacuum carpets and mats
· Clean all glass doors
· Wipe computer equipment over with a static cloth

Hall & Main Entry Area
· All areas to be dusted and wiped daily
· Front entrance to be swept 
· Front entrance to be mopped and scuff marks removed daily
· Hall to be swept and mopped after each use or at least weekly (when not used)
· All glass areas to be cleaned daily

Council bins to be put out for collection.












WEEKLY TASKS

Toilets 
· Wipe down the toilet doors front and back from top to bottom
 
Kitchen 
· Wipe inside oven and clean glass
· Wipe window ledges and skirting boards
· Wipe all tiled areas
· Remove scuff marks from floors
· Scrub all sink areas
Offices
· To be vacuumed thoroughly
· Wipe down all chairs and chair legs
· Wipe down all window ledges, skirting boards and cupboard tops
· Clean dust from air-conditioning/heating units
Hall & Main Entrance
· Wipe down all ledges, skirting boards & cupboard tops
· Clean dust from heaters
· Remove all mats from floor area and polish vinyl areas

MONTHLY TASKS
· Dust and cobweb all areas
· Cleans inside windows and tracks
· Dust all light fittings and air vents
· Dust and wipe all chain in main entrance
· Cobweb outside areas

EVERY THREE MONTHS
· Clean outside windows
· Ensure all outside areas are clean
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