
 

JOB DESCRIPTION- OFFICE ORDERLY  

Job Objective  
To ensure that BAF premises are kept clean and in an orderly condition at all times.   

Job Purpose 

The Office Orderly reports to the Admin Officer and is responsible for the following: 

 maintaining office cleanliness. 

 assisting in meeting logistics. 

 Assist the stock officer in supplying designated facility areas with cleaning 
supplies. 

 following all health and safety regulations. 

 ensuring that the office, kitchen and equipment is properly cleaned and 
maintained. 

 assist in front desk office management  

Qualification/ Knowledge/ Skills  

 proven working experience as a cleaner. 

 knowledge of cleaning chemicals and supplies. 

 front desk management skills an added advantage. 

Key Competencies 

 enough exposure to the organizational expectations about standards of 
cleanliness. 

 Cleanliness. 

 verbal and written communication skills. 

 professional personal presentation. 

 customer service orientation. 

 organizing and planning. 

 attention to detail. 

 Shows initiative. 

 Very reliable. 

 possess high tolerance for stress. 

 able to work un-supervised 
 

 


