+ MAURI

SCHEME OF SERVICE
Post: Senior Supervisor
Starting Salary: Rs 28,300 x 500 — 28,800 x 600 — 31,800x 700 — 36,000 x750 - 39,000 x 1000
- 40,000 (Commensurate with experience)
Qualifications: A Higher School Certificate (HSC) or an equivalence acceptable to the Board
Experience: 4 years’ experience post qualification with 2 years’ experience in a supervisory
position in the service industry
Duties:
1. Planning the most feasible itinerary on a weekly basis, have same approved by the Supervising
Specialist and communicate to Supervisors
2. Timely and accurate ordering of cleaning materials from Store
3. Driving to and from sites of work
4. Adhering to the company’s vehicle policy, and report any mis happenings on the road as soon
as possible
5. Proper monitoring and distribution of cleaning material, work tools and equipment, personal
protective equipment, and any other item required by subordinates relating to the delivery of
cleaning services
6. Ensuring proper use of all working tools and equipment being provided to yourself as well as
subordinates
7. Ensure that a proper cleaning service is delivered to all sites under your supervision through
regular and constant site visits, and report any arising issues to the immediate reporting line
8. Regular meetings with clients’ representatives in connection with cleaning service being
provided to the latter
9. Handle issues arising with clients, with regards to service delivery, as and when required
10. Efficiently manage a team of subordinates
11. Inspect and supervise the work of subordinates
12. Supervise cleaning staff focusing on their performance in terms of standards of cleanliness and
their behaviour whilst on duty
13. Attend to subordinates’ issues on timely basis, as and when required
14. Manage and validate subordinates’ leaves and permissions, while ensuring that there are no
disruptions to work activities
15. Compile and work out attendance records of subordinates on a monthly basis
16. Conduct performance appraisal of subordinates as and when required, and follow-up with them
on subsequent remedial actions
17. Timely delivery of payslips to cleaners
18. Ensure that subordinates comply to Health and Safety practices in place
19. Proper record keeping, as required
20. The duties mentioned above are not exhaustive and Mauri-Facilities reserves the right to require

the incumbent to perform any other related duties but relevant to the operations of Mauri-
Facilities
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Note to Candidates:

1. Candidates should mandatorily attach copies of their qualifications, as well as a copy of their
driving license, to their application form, as otherwise the application will NOT be considered

2. Candidates should fill in all sections of the application form

3. Applications not made on the prescribed form, applications sent via e-mail, applications sent to
any other address other than that listed in the recruitment advertisement or incomplete
applications shall NOT be considered
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