
 
 
 
 
 
 
 

  
POSITION DESCRIPTION 
 
CLEANER/CLEANING MANAGER  

Rockhampton Girls Grammar School is one of the original eight Grammar Schools of Queensland. 
Opening in 1892, Girls Grammar has served and supported the education of girls and young women 
for over 125 years. The Girls Grammar family experience is dynamic and contemporary, informed 
by rich traditions and values. 

Rockhampton Girls Grammar School is a learning community founded on a commitment to ‘Learning 
for Life’. Each member of our School family contributes to sustaining an environment in which 
individuals actively engage in their learning; where School values are embraced; where mutual and 
self-respect is paramount; where community and global citizenship is fostered and where excellence 
in every endeavour is sought and celebrated.  
 
OUR VISION  

Women can achieve anything.  
 
OUR MISSION  

To enable each young woman to know her strengths and to enthusiastically embrace her future. 
 
THE ROLE 
 

Position Title: Cleaner / Cleaning Manager 

Employment Type: Full Time, Ongoing 

Reports to: Facilities and Services Manager 

Classification: Level 2.1 

Date Prepared: 25 March 2020 

 
POSITION OBJECTIVE 

The Cleaner / Cleaning Manager plays an important role in the house keeping team to ensure a 
clean, hygienic and safe environment for staff and students. The Cleaner / Cleaning Manager is 
responsible for  ensuring that high standards of cleanliness are delivered at all times. This role is 
hands-on, requiring attention to detail and a positive attitude.  
 

  



ROLE ACCOUNTABILITIES 

 

 
KEY RESPONSIBILITIES 

The Cleaner / Cleaning Manager’s core responsibility, under the direction of the Facilities and 
Services Manager, is to: 

• oversee the cleaning of all School buildings, including the classrooms, dormitories, 
laboratories, offices, and communal areas such as stairs, corridors and landings, ensuring 
all areas and domestic facilities are clean and ready for use on a daily basis; 

• ensure that high standards of cleanliness are delivered at all times; 
• conduct regular visits to buildings across our site to monitor standards of cleanliness, to 

establish and implement ways to improve and meet the evolving needs of the School; 
• manage staff performance and delegate duties to staff, coordinating rosters and associated 

responsibilities in conjunction with the Facilities and Services Manager; 
• provide training to new staff in relation to expected standards and quality of general 

cleaning, and Health and Safety requirements, particularly regarding the operation of 
equipment, manual handling and Work Health and Safety; 

• adhere to wages budgets; 
• coordinate the handling and storage of deliveries when they arrive;  
• ensure staff maintain equipment that is clean and fit for purpose, e.g. cloths, dusters and 

mop heads, and arrange for replacements as needed; 
• maintain supplies of cleaning materials and equipment, keeping check of what will be 

required and placing orders to maintain stock levels; 
• monitor working time, ensuring that timesheets are completed correctly and in a timely 

manner to, meet payroll deadlines; 
• attend training and professional development as directed by the School; 
• ensure all cleaning staff hold and obtain relevant certificates and licences to work in a 

school;  



• ensure adherence to workplace health and safety procedures and policies related to the 
safe use of cleaning chemicals and monitor and report on the safety of equipment to the 
Facilitates and Services Manager or other authorised personnel, when required; 

• be aware of the emergency/fire procedures and to be responsible for designated duties in 
the event of an emergency; 

• attend scheduled facility meetings. 
 

KEY CHARACTERISTICS 

• Previous experience working as a Cleaner / Cleaning Manager. 
• A proven capacity to work effectively within a team environment. 
• Previous experience in, or a sound knowledge of, the cleaning demands and requirements of 

a boarding school environment or similar educational environment would be a distinct 
advantage. 

• An ability to be flexible and adaptable and to make sound judgments and decisions. 
• Excellent organisational and time management skills and a demonstrated capacity to meet 

catering deadlines. 
• Well-developed communication and interpersonal skills and an ability to communicate 

effectively with people at all levels, including adolescents. 
• An ability to select suitable methods for completing tasks and plan the order in which they are 

to be completed so they complement the day-to-day operation of the catering department. 
• The ability to work as rostered. 
• A willingness to implement and uphold the values of Girls Grammar. 
• Ability to motivate and sustain the motivation of others. 
• High level of time management and ability to multitask. 
 

OTHER DUTIES 

 Promote Rockhampton Girls Grammar boarding inside and outside the school community. 
 

QUALIFICATIONS/KNOWLEDGE/EXPERIENCE 

• Appropriate trade qualifications in cleaning. 
• A history of having demonstrated effective leadership skills in a similar role. 
• Experience in an educational institution/environment (desirable). 

 
MANDATORY REQUIREMENTS 

You are required to: 
 possess a current Blue Card from the Commission for Children and Young People and 

Child Guardian; 
 supply a Criminal History Check before the commencement of employment; 
 complete the compulsory Child Protection Training and Code of Conduct training as part 

of your induction within 2 weeks of commencement and annually thereafter.  
 
WORKPLACE HEALTH AND SAFETY 

Employees are responsible and accountable for:  
 compliance with workplace policies and procedures for risk identification, risk assessment 

and risk control;  



 active participation in activities associated with the management of workplace health and 
safety; 

 identification and reporting of health and safety risks, accidents, incidents, injuries and 
property damage at the workplace;  

 correct utilisation of appropriate personal protective equipment. 
 

APPRAISAL/ REVIEW CONDITIONS 

As a member Rockhampton Girls Grammar team, you will be required to participate in regular 
feedback conversations and undergo an annual professional review with the Facilities and Services 
Manager. 
 
ACKNOWLEDGEMENT 

This job description has been developed to indicate the general nature and level of work performed 
by employees within this role. It is not designed to contain or be interpreted as a comprehensive 
inventory of all duties, responsibilities and requirements of employees assigned to the role. You 
will also be required to perform any other duties that the Business Manager, Facilities and Services 
Manager or Principal may direct you to perform which could be reasonably considered relevant to 
the position. 
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