GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

.

| Human Resources Development

1.Ministry: Ministry of Fisheries and Marine Resources Development, Ministry of Women Youth and Social Affairs, Qm:_m‘:,\ of Labor and

2.Position Title: Cleaner | 3.5alary Level:19-18

| 4. Division: Government

5. Reports To: SAS, Deputy Secretary

6. Direct Reports: Supervisor (i.e Office _.,\_m:m:mmlbmm_mﬂ:ﬁ Secretary

7. Primary Objective of the Position:

To ensure cleanliness of the office premises at times prescribed and at any time if required

8. Position Overview

9. Financial: Nil

10. Legal

11. Internal Stakeholders:
e Employees
& Supervisor
e Head of Division ( HoDs )

To be referred to Manager
e Working on weekends
e Requested areas to clean or do
e Urgent matters, like cleaning before certain meetings
e Working extra hours
Washing curtains
Purchasing of cleaning gears

e o

12. External Stakeholders: *
e Other Ministries
e External Customers -

To be referred to Manager
e Working/ Serving the above stakeholders

This is a position description provides a comprehensive, but not exhaustive, outline of the key activities of the role. It is an expectation that you

may be required to perform additional duties as required.

_ Approved by:

Date of Issue:




POSITION DESCRIPTION

13. KEY ACCOUNTABILITIES ( Include linkage to KDP,MOP and Divisiondl Plan)

e KDP/KPA
e  MOP outcome
s Divisional/Department/Unit Plan

Key Result Area/Major Responsibilities

Major Activities/Duties

Performances Measures/Outcome

Neatness and Beautifulness of the Ministry’s
premises

e Toclean front area of the office
before working hours

e To clean whole compound
e To maintain god standard of
premises both inside and outside

e To attend to other needs as required
by a supervisor and SRO

e Punctual in attending to need if
arise from time to time

e No rubbish lying around the area
rubbish bin to be in place and empty

out at times of fullg,

e Well designed and organized daily

& To available at times you are needed

Landscaping and creative decoration cutdoor
and indoor

e Decorating office interior with
minimal expense

e Qutdoor decorating to have the
office presentable, inviting and
welcoming

e Office Interior decoration changes
e Office outdoor settings changes

Thi= is a position description provides a comprehensive, but not exhaustive, outline of the key activities of the role. It is an expectation that you

av be required to perform additional duties as required.

T,%@B,\mn by

Date of Issue:

ES=as

=y = I
e rﬁg




[ :anss| jo aieq

:Ag panouddy

‘palinbau se sainp |euonippe wiopad 0] pasinbai ag Aew

NoA 1eY] UoIIR1IadXa UR S| 3] 9]0 Y3 JO S3IHAIIOR A2 U3 JO auljIno ‘@AlIsneyxa jou Ing ‘@aisuayaldwod e sapinoid uoidiasap uoiiisod e si siy |

d|gelj2) pue 1s2U0y ag 01 ‘1sN4| e
paJinbal se Juasaid 3¢ 01 poSU 2IUISDAd
qol ay3 Bulop ul 3jquiny aq 03 Ajjiwny e
( 012 seahojdwa ) sjuaijd 01 @duewWIOMAd
Anjenb doy Jaaljep Apuaisisuod 01 Japio ul ‘Bundpsig e

SILNGIYLLY "€

AMannear) e

Alajes smouy e

‘s1ead Zujuead Jo A1alieA 3SN 0 MOY MOWY| |2 e
STINS 2

‘Ansiuly e Ag padinbay se weadoud Aue
1o s3un@aw 10} 2oe|d Aue 21e1008p pue udisap 0] a5paMOoU) e
pupj Aue jo 21em yum jiom 01 Alljiqy

o8pamou)y T
‘(s21311enp |euostad ) saanquily Ay Z'TT

v/N :2usinbaiaid

v/N Buiutes] qof
Y/N @2uauadx]
6 SSB|D 10 212113 £ W04 uoieanp3
( Juswalinbay uonesyieny Uoilsod ) ¥Dd T'TT

paJiinbais usym
AepijoH 21jgnd pue sinoy 3ulyJOMm Ja}e JioMm 0] 3|qe 2 0] e

BLI3)IJ) UOII3|S ‘TT

sagdua|leyd A3y 0T

NOILdI¥2S3a NOILISOd
ILVEIYIM 40 LNJINNYIAOD




