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JOB DESCRIPTION 
 

Position title: Cleaner, WWF- Myanmar  

Reports to:  Administrative Officer, WWF- Myanmar 

Supervises: N/A 

Location:        Yangon, Myanmar 

 

Background 

WWF-Greater Mekong – on the ground in Cambodia, Laos, Myanmar, Thailand and Vietnam – is 

working to conserve the region’s biodiversity and build a secure and sustainable future for people and 

wildlife. We helped establish conservation programmes in Thailand in the early 1980s, have been active 

in Cambodia, Laos and Vietnam since 1990, and in process to establish a presence in Myanmar. WWF-

Greater Mekong works with government, industry and civil society partners to ensure that, as the region 

develops, it doesn’t squander the natural riches that so many depend on and that drive the region’s 

economic future. We aim to support the countries of the region in realizing their shared vision of a 

poverty-free and ecologically-rich Greater Mekong. Find out more at www.wwf.org.mm 
 

Major Function 

The Cleaner is responsible for the inside cleaning of the WWF office.  Ensuring that the specific offices, 

meeting room, office furniture and office equipment has been cleaned and is well organised. 

 

I. Major Duties and Accountabilities:  

 Make sure that all the toilets were cleaned properly and have the toilet paper inside (2 rolls each). 

 Always keeps the meeting room cleaned. Serve coffee and tea to participants and visitors up on request. 

 Washing table cloth and hand towels once a week. 

 Serve tea or coffee to visitors. 

 Cleans glasses, tea and coffee cups and keeping them in good hygiene. 

 Maintain responsibility for day-to-day for keeping the cleaning materials and equipments.  Make sure 

and note in the stock book, the quantity, date of receiving and taking from the stock. Report for 

purchasing kitchen supplies. Prepare monthly report of kitchen items related consumption to the 

supervisor. 

 Assist the receptionist such as answering phone call, making photocopy as requested by the offices.  

 The cleaner will work as a member of the WWF team with close working relationships with the 

Administrator and the Administrative Assistant. 

 Supports with other ad-hoc administration when required. 

 Handle other duties as assigned by Line Manager 
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II. Working Relationships: 

 

1. Internal:   

  WWF- Myanmar staff, WWF Greater Mekong staff and WWF Int’t staff 

 

2. External: n/a 

 

 

III. Minimum Qualifications: 

 

1. Education 

 Finished primary school    

 

2. Knowledge 

 Knowing some reception works  

 

3. Experience   

 At least one year experience as cleaner / housekeeper 

 

4. General Skills 

 Speak a little bit English 

 

5. Technical Skills 

 Good organisation and interpersonal skills 

 Good cleaner skills and interested in conservation 

 

6. Abilities 

 Ability to function in a multi-cultural environment 

 

7. Personality: 

 Service oriented 

 Out going 

IV. WWF's Mission and Values: 

1. It is part of every staff member's job description to contribute to WWF's mission:  

WWF’s Mission is to stop the degradation of the planet's natural environment and to build a future 

in which humans live in harmony with nature, by: 

-  conserving the world's biological diversity 

-  ensuring that the use of renewable natural resources is sustainable 

-  reducing pollution and wasteful consumption.   
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2. It is also part of every staff member's job description to embody WWF's values, We are:  

o Engaging 

 Open, available, accessible 

o Optimistic 

 Inspiring, positive, ambitious, successful 

o Determined 

 Passionate, urgent, results-oriented 

o Knowledgeable  

 Science and facts based, wise/smart, intelligent, expert 

 

 

 


