Job Description 

Date                                             
Job Title Hospital Clerk
Employer       
Contact Person       
Contact Number      
Work Hours per Day        Days per Week              
Percent of Time Spent:







Comments

	
Sitting:

0%
	     

	
Standing:
20%
	     

	
Walking:
80%
	     


For the following: Never 0% of time; Occasionally 1% – 33% of time; Frequently 34% - 66% of time; Continuously 67% - 100% of time

While working, the employee must:
	
	
	Frequency
	Comments

	A.
	Hand/Wrist Work
	
	     

	B.
	Grasping
	
	     

	C.
	Pushing/Pulling
	
	     

	D.
	Fine Manipulation
	
	     

	E.
	Reaching
	
	     

	F.
	Bend
	
	     

	G.
	Kneel
	
	     

	H.
	Squat
	
	     

	I.
	Climb
	
	     

	J.
	Lift 01-10 lbs
	
	     

	
	Lift 11‑20 lbs
	
	     

	
	Lift 21‑50 lbs
	
	     

	
	Lift 51-70 lbs
	
	     


General Description of the Job:

Cleans and maintains designated areas of a hospital. 
Essential Functions of the Job:
Cleans areas including cafeteria, dining rooms, patient rooms, offices, bathrooms, hallways.  Set up cleaning cart for cleaning activities and restock with paper and cleaning supplies.  Dust and wipe down equipment.  Collect linens from patient rooms and take to collection room.  Clean water fountains.  Scrub bathroom fixtures, sinks, toilets, etc.  Seep and mop floors and replenish bathroom supplies.  Collect trash.  Dust mop hard floors.  Mix detergents and germicides in accordance with formula.  We mop hard floors with germicidal solution.  Use floor scrubber to clean hard floors. Move equipment and furniture for cleaning.  Clean carpets with vacuum.  Maintain linen supply in an orderly manner.  Deliver cart of clean laundry to appropriate areas and stock shelves.  Collect biohazard waste bags from laboratories and exam rooms and place in biohazard room.  Document cleaning activity as directed.  
Types of Machines, Tools, Special Equipment:

mops, brooms, carts, vacuums, scrubbers, dusters, floor scrubber, etc. 
Vehicles or Moving Equipment Operated:

NA
