The Government Employees Pension Fund (GEPF) is Africa’s largest pension fund. We have more than 1.3 million active members, in excess of 450 000 pensioners and beneficiaries, and assets worth more than R1.8 trillion. OUR MISSION is to ensure the sustainability of the fund; the efficient delivery of benefits; whilst empowering our beneficiaries through effective communication.
Employment opportunities currently exist within GEPF for the below mentioned vacancies, based at Kasteelpark, Erasmuskloof, Pretoria. Minimum requirements for this vacancy are in line with the job specification and requirements.

CLEANER X3
	A. Job purpose

	To take care of the GEPF’s facilities by carrying out cleaning and maintenance duties. 

	B. Key accountabilities

	Key performance area
	Output/action

	Facility Cleaning 


	· Ensure daily cleaning of reception, corridor, passage  and lobby areas (Tiles and carpets) 
· Ensure daily cleaning of toilets floors, mirrors, basin and cubicles
· Ensure daily cleaning of offices, open areas (carpets) and kitchens

· Ensure cleaning of boardrooms and meeting rooms as and when required

· Ensure vacuuming of carpets and cleaning of glass partitions/ doors
· Ensure daily dusting and polishing of furniture 

· Waste removal (including emptying of staff bins) to designated area in the building
· Cleaning windows (inside only)

· Cleaning of inner walls and doors as and when required
· Machines & equipment used for cleaning to be kept in good working condition

· Ensure work is carried out in line a healthy and Safe manner

· Report facilities defects and hazards



	Storeroom Management 
	· Neatly stacking of refreshments and cleaning consumables

· Signing of the storeroom tracking sheet after receiving requested items

· Ensure cleaning of the storeroom is done


	Boardroom readiness
	· Ensuring boardrooms are prepared  for meetings 
· Provide refreshments for meetings as per guidelines of use of boardrooms and provision of refreshments


	Refreshments and Catering 
	· Ensure venue where the food is to be served is prepared prior the arrival of the caterer with the food
· Assist with the setting up of the food stations
· Ensure cutlery and crockery provided is enough for the people attending the meeting
· Report any damage of dishes and cutlery to Facilities
· Serving tea/ coffee on request (management, meetings and special occasions)

	C. Job specification

	Qualification and experience:

	Education:

· ABET level 4/ Grade 10 or equivalent 

Experience:

· 2-3 years office cleaning experience 
· Basic knowledge and understanding of health and safety principles

	Skills and behaviour:

	Skills:

· Communication (verbal and written) 
· Cleaning equipment operation
· Keep track of cleaning consumables 
· Assertive
· Demonstrate the competence for assigned responsibilities
· Physically fit – the role requires walking, lifting, bending and other physical abilities
Behavior:

· Integrity

· Openness

· Client focus

· Adaptability and stress tolerance 
· Demonstrable commitment
· GEPF focus

· Communication

· Team work
· Good organizational skills

	D. Relationships 

	Facilities Management
	Direct Reporting Line

Direct Reporting Line 

	GEPF staff
	General interaction with staff and members who visit the GEPF with regards to cleaning


GEPF is committed to ensuring and maintaining workplace diversity and the attainment of employment equity, having due regard to qualifications and appropriate experience. GEPF welcomes applications from people with disabilities. Please submit a CV not longer than 2 pages with at least 2 contactable references and include certified copies of ID and relevant qualification.

The closing date for applications is 07 February 2020 at 12:00, midday.
This position may be subject to competency assessments. GEPF retains the right not to employ. If you have not heard from us in two weeks, please consider your application unsuccessful.   
Applications should be directed to RHOne@telebest.co.za indicating the position you are applying for on the subject line (e.g. Cleaner)
