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IDENTIFICATION

Position Title: Supervisor of Cleaners    Position Number: LLB034 (ex Kalesita Low)
Section:  Library

                        Department:   Library
Location:  Library           



Category:  Administrative staff      Grade: 2
Current Incumbent: Vacant                   Date of substantive appointment: Upon appointment
Reports to: Deputy University Librarian
Supervised by: Deputy University Librarian
Salary Vote Code:  A1001-VPA50-62000-001 
ORGANIZATION CONTEXT 
The University Library is a network of libraries spread across 12 campuses with the Main Library at Laucala Campus. Guided by its Vision `The USP Library: empowerment through excellence in library and information resources and services for the sustainable development of Pacific Island peoples’ and its Mission `To advance the University Mission by providing equitable access to excellent library and information services, resources and facilities for students, faculty and the wider Pacific community’ the Library responds to the information needs of learning, teaching and research guided by international library standards for an international experience by its stakeholders. It is the exemplar academic library in the region.
Organization chart to identify the job’s reporting relationships
THE UNIVERSITY OF THE SOUTH PACIFIC. LIBRARY ORGANISATIONAL CHART 
Black:    Reports to U.L.

Blue:   Reports to DUL       Updated 20 May 2019; updated Feb 2021; updated 15 October 2025
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PURPOSE 

This section describes the overall purpose of the job and the overall significance of the job from the organization’s point of view. Answers the following questions:

· what part of the organization’s purpose is accomplished by this job?
· what would not get done if this job did not exist?

· why do we need this job at all?
NATURE AND SCOPE
This section describes the context in which the incumbent is expected to operate describing the working relationships with both internal and external contacts. A description of the working environment and expected pressures the incumbent will encounter as well as the types of competencies he/she must have to perform the responsibilities of the position successfully.
The Supervisor of Cleaners is responsible for the overall cleanliness and presentation of the Library and its environs and for the supervision of 7 cleaning staff.

Job Duties & Responsibilities

1. Supervise team of cleaners

2. Arrange annual work timetable for cleaners

3. Control stocks of cleaning materials, their issue and replacement

4. Organise laundering of hand-towels  

5. Organise monthly sanitation and fumigation services

6. Back-up for cleaners who are absent due to - sick, annual, compassionate leave, etc.

7. Keep track of Library maintenance needs - lights, ceiling & floor, window, elevator, etc.
8. Prepare periodic reports for University Librarian or Deputy University Librarian 

9. Introduce and train new staff to use cleaning equipment and materials

10. Organise regular meetings

11. Obtain quotations and liaise with vendors for cleaning products and equipment

12. Lodge and sign-off all maintenance requests and liaise with E&I and suppliers/vendors.
POSITION DIMENSIONS
Give details of staff and total level of costs within the organisation under the position’s overall control.
Staff Responsible for:

Directly: 5
 Indirectly: NA
Total Level of Costs: NA
Limits of Authority:

Financial: NA                         
Non-Financial: NA
Key Relationships /Internal and External Contacts: 

Lists the key inter-relationships that is necessary for effective performance in the job. Also describe the nature of contact most typically expected with those key working relationships

	External

· Suppliers and vendors
	Purpose of contact 

· Cleaning material and equipment


	Internal
· USP and library staff
· Students

· Estate and Infrastructure
	Purpose of contact 
· Services
· Services

· Services and maintenance


KEY RESULT AREAS / KEY ACHIEVEMENT AREAS
Aim: KRAs to have a logical heading. KRAs:   4 – 6.in total Key tasks : 4-5 tasks per KRA. Performance Measures: Identify the performance standards for someone doing the job at the 100% level. Use both quantitative and qualitative measures, Measures the KRA as a whole, not every task.  Maximum 3 measures for each KRA Include KRA for Corporate Responsibilities which is generic to all positions
The duties and responsibilities listed below relate to the specific duties to be performed by a library assistant in a section of the library. These are reviewed from time to time in line with library developments especially those relating to IT initiatives.
	Key Result Areas 
Jobholder is responsible for
	Performance Measures 
Jobholder is successful when

	KRA (this is the key achievement area

	(Keep measures general at this stage, as the precise performance standards can be spelled out as part of the performance management process)

	Cleaners clearly understand roles and responsibilities and effectively carry out responsibilities
	· Draw up rosters and duty/task list for cleaners each semester, monitor performance, attendance and staff movement;

· (Initial approval for short notice leave applications following consideration of roster and other leave requests; Approve requests for medical centre visits; Check and ensure that library and environs both inside and outside Library (3m from the building) are clean.

	Cleaning materials are available for use and sufficient supply in stock


	· Ordering and daily issuing of cleaning materials to staff; training newly recruited staff in the use of materials and equipment;

· Place orders for new stock; Keep a record of stock levels; Secure cleaning materials stock: Safety, repair and replacement of cleaning equipment e.g. polishers, water blaster, etc.

	A safe and clean Library environment
	· Daily checking of the Library looking out for areas requiring maintenance e.g. toilets on all levels. 

· Issuing of cleaning materials to staff; training newly recruited staff in the use of materials and equipment;
· Fill in for cleaner who is on leave or are absent;
· Liaise with Estates & Infrastructure tradesman regarding: Library repairs of service and other maintenance type equipment; accompany tradesman to work area and ascertain legitimacy of tradespersons; Report breakdown of elevators and air conditioners to service operators; repair of furniture, synchronising wall clocks in reading and staff areas; Check torch, gas lamps, rechargeable lights and wall clocks for emergency use during blackouts; Check that all levels are presentable;

	Library is vermin-free
	· Scheduling and contracting the company responsible for monthly fumigation;
· Library person on-site for after-hours fumigation by Rentokil Services;

	Comments and recommendations for reward 

(Staff Review) and discipline of staff
	· Completing Staff Review Form Section B and D for cleaners, followed by consultation with immediate supervisor and raising staff issues with supervisor (DUL);

	To assist with the efficient operations of the 
library
	· Responding to requests related to functions hosted by the library and/or in times of emergency natural disasters e.g. hurricane warning and assistance with shutter installation, etc.  


TERMS & CONDITIONS

Salary: Grade 2
$17,273.77 to $28,949.67
Length of Contract:  3 years [renewable]
Gratuity and Allowances:  As per USP policies
Other Benefits: As per USP policies
POSITION SPECIFICATION

Qualifications (or equivalent level of learning)
	Essential
	Desirable

	· FSLC and/or NTPF certification

· Proven extensive experience in the area of cleaning 

· Ability to organise, supervise and motivate staff

· Good interpersonal and communication skills

· Knowledge of stock control and dealing with suppliers

· Knowledge of cleaning chemicals and equipment and their use

· Ability to work under minimal supervision

· Very good understanding of Occupational Health and Safety issues

· Excellent level of spoken and written English to be able to liaise with internal and external stakeholders.
	· Experience in working in a multi-cultural environment. 
· Scheduling and contacting the company for monthly fumigation

· Library person on-site for after-hours fumigation by Rentokil Services.



Knowledge / Experience 

Key Skills / Attributes / Job Specific Competencies

The following levels would typically be expected for the 100% fully effective level:

APPROVAL

Supervisor name:
Liviana Tabalala



Supervisor’s Signature: 
Liviana Tabalala


Date: 20/01/26
Staff Name:
TBC
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