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Job Description

Job Title: Cleaner (Kitchen & Mess Hall)
Department: Administration 
Reporting To: Administration Manager


1. WORKING HOURS / ROSTER
1.1 Normal working hours are:
· Monday to Friday: 8:00am – 5:00pm
1.2 The Employee may be required to work reasonable overtime, including after-hours, weekends, or public holidays, in accordance with business and operational requirements.

2. KEY RESPONSIBILITIES AND DUTIES
2.1 Kitchen & Mess Hall Cleaning
· Perform daily cleaning and upkeep of the kitchen and mess hall areas.
· Mop all hard floors to ensure they are clean, safe, and dry before the start of the working day.
· Dust and wipe down all tables, benches, and food preparation surfaces.
· Maintain overall cleanliness and hygiene standards within the kitchen and mess facilities.
2.2 Kitchen Support and Utensil Care
· Wash, clean, and dry all kitchen utensils and equipment daily.
· Ensure all kitchen items are properly stored after cleaning.
· Maintain hygienic food handling and kitchen practices at all times.
2.3 Staff Lunch Preparation
· Cook and prepare rice for staff lunch each weekday
· Ensure the kitchen area is kept clean during and after meal preparation
2.4 Restroom and Facility Cleaning
· Ensure the female restroom is cleaned daily and maintained in a hygienic condition
· Ensure restroom floors are dry, sanitary, and fully functional at all times
2.5 Waste Management and Laundry
· Empty all office garbage bins at the end of each working day and dispose of waste appropriately
· Wash, dry and maintain casual staff uniforms and ensure they are ready by close of business
2.6 Maintenance Reporting
· Report any maintenance issues such as leaking taps, broken fittings, or damaged equipment to the appropriate personnel for prompt repair
2.7 Additional Duties
· Carry out any other duties and responsibilities as assigned by the management within the reasonable scope of the role 

3. MEETINGS
3.1 Attend HR & Admin Meetings and any other meetings as reasonably required by the Company.

4. GENERAL
4.1 The Employee must perform all duties in accordance with Hi-Lift Company Ltd policies, procedures, and safety standards.
4.2 The Company reserves the right to vary duties consistent with the Employee’s role, skills, and operational requirements.








5. ACKNOWLEDGEMENT
By signing below, I confirm my acceptance of this Job Description and my commitment to carry out my duties to the best of my ability.
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EMPLOYEE DETAILS					FOR AND ON BEHALF OF HI-LIFT COMPANY LTD
Employee Name: 						Name: 					
Position: Cleaner (Kitchen & Mess Hall)			Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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