
 
Ngati Porou Hauora Charitable Trust:  

Position Description 
 

Position:  Cleaner (Full-time) 
 
Location:  Te Puia Springs  
 
Reports To: Te Puia Hospital Services Manager & Domestic Services Team 

Leader 
 

 
Position Purpose: 
The purpose of the cleaner’s roles is to maintain a high standard of cleanliness and tidiness 
of NPHCT premises.  
 
Key Responsibilities: 

 To perform the functions of domestic services located in Te Puia Springs Hospital 
 To present a warm and friendly approach to service users and their whanau 
 To be responsible for a high level of cleanliness, tidiness and presentation that meets 

quality cleaning standards 
 To report and act on any maintenance issues as appropriate 

 

 
Important Relationships  
Internal    External   Committees/Groups 
 
NPH staff    Union  
 

Accountability Tasks  

Cleaning Solutions These are to be diluted according to the manufacturer’s guidelines 
and instructions 

Restocking 

 
Containers replenished daily or as required  

Occupational 
Health and Safety 

 

All cuts must be covered with an appropriate waterproof dressing. 
Needlestick injuries must be reported to the RN on duty for 
immediate medical attention and an incident form filled out.  

Infection Control Follows NPH Infection Control guidelines 

Rubbish Collection Daily collection of rubbish from all clinic rooms, toilets and offices 
ensuring that the Yellow Biohazard bags are for medical waste and 
that other waste is for local disposal.  



Equipment Any electrical equipment used must have an annual safety check 
and be in good repair, safe, and ready to use. Any potential hazard 
to staff or public should be reported in line with OSH standards  

HR Completes timesheets as required each fortnight. Completes leave 
forms and participates in yearly performance appraisal.  

Training & 
Development 

Participates in annual training as required to achieve goals and 
objectives  

Communication Open and honest communication with staff and public maintained  

Quality Audits on quality occur at least 3 monthly. Participates in 
Cornerstone accreditation.  

Body Spills All body fluids must be dealt with immediately following the 
specified cleaning schedule. Protective clothing gloves,etc must be 
worn. 

Other Duties  Plus other duties that may be required from time to time. 

   
Competencies 
In addition to the behaviours inherent in NPH values, the following specific competencies are 
required Domestic Services, cleaner’s role 

 

Competency 
 

Description 

Dealing with 
Ambiguity 

Can effectively cope with change; can shift gears comfortably; can 
decide and act without having the total picture; isn’t upset when 
things are up in the air; doesn’t have to finish things before moving 
on; can comfortably handle risk and uncertainty 

Customer Focus Is dedicated to meeting the expectations and requirements of 
internal and external customers; gets first hand customer 
information and uses it for improvements in products and services; 
acts with customers in mind; establishes and maintains effective 
relationships with customers and gains their trust and respect 

Integrity and Trust Is widely trusted; is seen as a direct, truthful individual; can 
present the unvarnished truth in an appropriate and helpful 
manner; keeps confidences; admits mistakes; doesn’t 
misrepresent him/herself for personal gain 

Interpersonal savvy Relates well to all kinds of people, up and down and sideways, 
inside and outside the organisation, builds appropriate rapport, 
builds constructive and effective relationships, uses diplomacy and 
tact, can diffuse even high tension situations comfortably 

Taking 
Responsibility and 
Accountability 

Ability to work independently and in a team environment.  Accepts 
consequences of decisions made (takes the heat). Or identifies 
the impact of decisions made, including across the team. 

Communication 
Skills 

Maintains two way dialogue with others on work and results, 
brings out the best in people, is a clear communicator. 

Planning Prioritises work. Deals with work in the appropriate order of 
importance and recognises the work that is urgent. Gets the job 
done without compromising accuracy and quality.  Reassesses 
priorities and reschedules work as the situation/demands change. 



Listening Practices attentive and active listening.  Has the patience to hear 
people out.  Can accurately relate the opinions of others even 
when he/she disagrees. 

Patience Waits for others to catch up before acting.  Tolerant with people 
and processes.  Listens and checks before acting.  Tries to 
understand the people and data before making judgements and 
action.  Sensitive to due process and proper pacing.  Follows 
established process. 

Nga Take Maori Incorporates aspects of tikanga Maori into work/ practices 
Creates and sustains an environment that promotes biculturalism 
and responsiveness to Maori issues 
Establishes an environment of respect and trust when working to 
advance cross-cultural understanding 

 
 
Appendix I 
 

Equipment / 
Environment 

Method of Cleaning & Agents Frequency 

Baths Clean with detergent Daily 

Basins,  Hand and 
sinks 

Clean with detergent and hot water or 
Use Jiff cleanser for stains and scum 
removal 
If contaminated with Blood - body fluids - 
disinfect with viraclean 

Daily 

Bench Seats Vacuum seats, wipe wooden parts with 
damp cloth using detergent and hot water 

Daily 

Examination Beds / 
Tables 
-frames, benches & 
furniture, rails etc 

Clean and disinfect using viraclean Daily 

Buckets for 
Cleaning 

Wash out, clean with detergent and hot 
water, rinse and turn upside down to DRY 

Daily 

Carpets Vacuum well to ensure dust and dirt are 
removed 
Spot clean marks and spills using an 
appropriate cleaner  
For contamination with faeces, urine or 
other body fluids - use viraclean wash and 
disinfect the area. 
For Blood spills - dampen a thick layer of 
paper hand towels and cover to let blood 
soak into paper. Repeat procedure until 
blood soaked up. Clean area with ….. 
Shampooing carpet - use recommended 
commercial cleaner.  
 

Daily 



Cleaning Cloths Use for damp dusting daily and put into 
linen bag after use  

Daily  

Computers 
Computer Key 
Boards 
Printers 

Damp dust using detergent and hot water. 
Use ……. on screens  

Weekly 

Curtain Rails High dusting using long broom with damp 
cloth attached, use detergent and hot water 

Daily 

Desks Damp dust using detergent and hot water Daily 

Doors Clean door handles and panels using hot 
water and detergent 

Daily  

Dressing Trolleys Clean legs, wheels with detergent and hot 
water 

Daily 

Fans  Damp dust with detergent and hot water weekly  

Floors Vacuum Daily, wet mop with detergent and 
hot water. (Do not use brooms in patient 
areas) 

Daily 

Foot stools - 
patient’s 

Damp dust with detergent and hot water Daily 

Furniture - material Vacuum seats 
Wipe metal arms / legs with detergent and 
warm water 

Daily 

Furniture - all areas Damp dust with detergent and warm water Daily 

Glass Panels Clean with window cleaner  Weekly or more 
frequently if 
necessary  

Heaters / stands  Damp dust with detergent and warm water Weekly 

High Dusting / 
Cobweb patrol  

Use a damp cloth tied to the end of a long 
handled mop 

Monthly 

Medical rooms Clean and disinfect with viraclean Daily  

Microwave Clean outside with detergent and warm 
water 

Daily  

Light shades  Clean with hot water and detergents  Monthly  

Mops  - Wet After use, rinse in hot water and detergent, 
soak in viraclean for 10 minutes, wring out 
and hang up to dry 

Daily 

Porches Sweep with hard broom ,  
Hose with cold water 

Daily 
Weekly 



Rubbish Bins 
 

Rubbish stands 

Wash inside using detergent and water, dry, 
line with paper or plastic supermarket bag 
or similar 
 
Empty rubbish 

Weekly 
 

Daily 

Soap dispensers - 
wall 

Clean outside with detergent and hot waters Daily 

Tables Clean with detergent and water, wipe dry Daily 

Toilets Clean seats, outside of cisterns, handles 
and bases with detergent and warm water. 
Dispose of cleaning cloth into laundry bag 
after cleaning toilets 
 
Bowl: Use Commercial bowl cleaner 

Daily 
 
 
 

Daily 

Toilet brushes Rinse thoroughly in flushing water, shake 
off excess moisture and store dry 

Daily 

Telephones / Fax Wipe with damp cloth rinsed in detergent 
and warm water 

Daily 

Towel dispensers Damp dust using detergent and hot water Daily 

Venetian Blinds Damp dust with detergent and hot water Rotate cleaning each 
room / monthly so all 
cleaned x2 per year  

Vacuum cleaner Clean exterior with detergent in warm water, 
including handles and head 

Weekly 

Walls - Interior 
paint 

Clean with detergent and hot water 
Spot clean  

Weekly  
As required 

Wall oxygen and 
suction apparatus 

Routinely damp dust with detergent and hot 
water 

Daily when in use 

Windows/Glass 
doors 
 
 

Window Ledges 

Clean inside with window cleaner  
 
Outside - maintenance to waterblast 
exterior  
 
Damp dust using detergent and warm water 

Clean one room per 
day 
Twice a year  
 
Daily  

      
 
 

Employee Signature:                                                                          Date: 
 
 
Manager Signature:                                                                            Date: 
                                                               
 


