HEO LEVEL 1 - 

SAMPLE CLAUSES FOR DUTIES AND 

SELECTION CRITERIA

These are suggested example duties and selection criteria for HEO1 which are sorted into different types of positions for ease of reference only.  They can be mixed and changed to meet the needs of your particular position.

	SAMPLE DUTY CLAUSES

	(Generic roles)
	I. Job Specific Clauses

	
	Houseperson/Cleaner - Colleges: 

1) Vacuum, clean and dust study bedrooms, hallways, flats, tutorial rooms, computing rooms and entrance areas; 

2) Change linen and make beds, including linen collection and distribution for designated area; 
3) Scrub and clean bathrooms, toilets, kitchenettes (including stoves and ovens) and scrub other general areas as specified from time to time; 
4)  Wash and brush paths and walkways and cleaning of roofing and gutterings; 
5) Internal and external window cleaning where appropriate; 
6) General cleaning of corridor walls and woodwork, such as doors, skirting boards and cupboards; 
7) Application of chemical awareness, OHS guidelines, storage and safe handling of cleaning chemical, which will include decanting chemicals from bulk supply containers for daily use  

8) Report any building, furniture and furnishing defects and faults noted whilst carrying out other duties to the Administrative Assistant - Operations; 

9) Porterage including but not limited to the movement of furniture/items to and from areas within the College as required; 

10) Assist with linen and furniture stock-take;  

11) Assist with basic maintenance when appropriate, and maintain equipment for conference and tutorial rooms, reporting defects and faults to the Administrative Assistant - Operations; 

12) Assist the Grounds and Outdoor Maintenance Officer with grounds maintenance, mowing, hedge trimming, in periods of demand.

	II. COMMUNICATION 
(Interpersonal, Oral, Written, etc)

	1) Under the direction of the Administrative Assistant - Operations/House Manager, provide straightforward guidance to new and casual employees by explaining duties of the position.

	III. Computing Role

	

	IV. Risk Management, OHS, Quality Assurance, and Equity principles

	Be aware of the University's policies and procedures relating to equal opportunity, risk management, occupational health and safety and quality assurance as they apply to this position.


	SAMPLE SELECTION CRITERIA CLAUSES

	I. TRAINING LEVEL OR QUALIFICATION

	Appointment at the base of this level does not require formal qualifications or work experience upon engagement.

	II. SPECIALIST KNOWLEDGE/SKILL

(May require a professional membership/license or ability to acquire within Timeframe)

	Houseperson/Cleaner - Colleges: 

1) Demonstrated experience in cleaning duties with an ability to use a range of cleaning equipment such as vacuum cleaners and polishers. 

 Experience in using a variety of cleaning chemicals and equipment in a safe and efficient manner.

	III. COMMUNICATION SKILLS 

(interpersonal, written, oral)

	Houseperson/Cleaner - Colleges: 

1) 1)
Good interpersonal skills, including an ability to relate to a wide range of people from a variety of different backgrounds.

	IV. INITIATIVE AND JUDGEMENT

	 Houseperson/Cleaner:  

1)
Ability to completed assigned tasks on time under clear direction.

	V. TEAM SKILLS/INDEPENDENT WORK

	Houseperson/Cleaner - Colleges: 

1)
Ability to work effectively in a team environment.

	VI. ORGANISATIONAL SKILLS; TIME MANAGEMENT; MANAGING PRIORITIES

	Houseperson/Cleaner - Colleges: 

1)
Ability to complete assigned tasks on time under clear direction.


	VII. ACCURACY/ATTENTION TO DETAIL

	Houseperson/Cleaner - Colleges: 

1)
Awareness of the value of thoroughness and attention to detail

	VIII. CLIENT SERVICE SKILLS

	

	IX. CONFIDENTIALITY

	Houseperson/Cleaner - Colleges: 

1)
Understanding of people's personal space and privacy, and the need for confidentiality.

	X. Risk Management, OHS, Quality Assurance, and Equity principles

	Houseperson/Cleaner - Colleges: 

1) Awareness of OH&S, risk management, quality assurance and EEO principles as they relate to this position.
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