

             


HOUSEKEEPER JOB CARD

Area      :  



     

 Housekeeper Code: EN/A/01
Location:




      
Shift: A



	Time
	Task

	06:00 am - 06:10 am
	Allotment & Briefing by the Housekeeping supervisor and Reporting to the Department Shift Representative / Coordinator

	06:10 am - 06:30 am
	Dry Mop / Sweeping of the Office

	06:30 am - 06:50 am
	Sweeping, Litter pickup and Garbage clearance from Main Porch of office area

	06:30 am - 07:30 am
	Glass cleaning of the doors and Wet moping of the floor

	07:30 am - 08:00 am
	Tea & Breakfast

	08:00 am - 10:00 am
	Dusting of the Work stations, Furniture & Racks cleaning & Replenishing of Water Bottles

	10:00 am - 11:30 am
	Deep cleaning – As per the schedule

	11:30 am - 12:15 pm
	Lunch Break

	12:15 pm - 01:00 pm
	Replenishing of Water Bottles, Dry Moping of the Office area 

	 01:00 pm - 01:50 pm
	Wet moping of the floor & Assisting other works if required  

	01:50 pm -  02:00 pm
	Garbage clearance, Keeping cleaning tools & chemicals in a specified place 



