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Job Description





Name:				

Position:			DHQ Cleaner

Report to:			Divisional Secretary for Business Administration

Works with:		DHQ Officers & Staff

Location:		Divisional Headquarters, 54 MacGregor Rd, Suva

Standard Hours of work:	20 Hours a week: Mon – Fri 8:30 – 12:30m

PURPOSE OF THE SALVATION ARMY
The Salvation Army, an international movement, is an evangelical part of the universal Christian Church. Its message is based on the Bible. Its ministry is motivated by love for God. Its mission is to preach the gospel of Jesus Christ and meet human need in His name without discrimination.
MISSION OF THE SALVATION ARMY
The Mission of The Salvation Army in New Zealand, Fiji, Tonga and Samoa Territory is:
“Caring for people, transforming lives and reforming society in God, through Christ, by the power of the Holy Spirit.”
PURPOSE OF THE POSITION
To provide cleaning services for the DHQ Building, ensuring that the DHQ building is kept clean and tidy on a daily basis.



Position Description for DHQ Cleaner

Main Duties - Daily & Weekly
· Sweep and mop the kitchen and ensure tables are clean and kitchen benches are tidy,
· Daily Sweep entrance way of leaves and rubbish.
· Sweep and mop the front entrance including foyer & reception.
· Clean toilets and hand basins upstairs and downstairs, sanitizing touch surfaces daily.
· Stock the toilet paper holders and hand towel holders.
· Sweep and mop the hallways & stairs.
· Sweep and mop all DHQ office floors every week.
· Remove rubbish from kitchen and put in outside bins (end of day).
· Remove rubbish from reception and each office daily.
· Ensure that hot water dispenser in kitchen is kept clean and free of splash marks.
· Wash and replace hand towels in bathrooms and tea towels in kitchen.
· Ensure that all cleaning products are tidy and well stocked, 
· Ensure cleaning equipment is kept clean, tidy and in order.

Main Duties - Monthly
· Clean Fridge inside and out.
· Clean microwave inside and out.
· High dusting of all walls and offices in DHQ.
· Clean all internal windows.
· Wipe down skirting boards in passageways, board room, kitchen, offices, reception and foyer, upstairs and downstairs.

Additional Duties
· Clean and wash all walls once a year.




Health & Safety
At all times follow best practice health & safety procedures and the Health & Safety Act.
Ensure protective equipment is used when required.
Ensure work sites are managed to ensure safety of all staff and clients.


Other Duties
Complete other duties as required by the DSBA.
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