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ASSURANCE






____
Painting — Touch up paint. Interior walls and hallways, including spackling, caulking and taping. Restripe parking lots and paint curb barriers. Lift up to 10 pounds. Involves standing, walking, stooping, bending, climbing ladders, handling, fingering and reaching.

____
Check light fixtures — Check lights throughout building and replacing bulbs. Lifting up to 30 pounds. Involves standing, walking, climbing ladders, reaching, gripping and handling.

____
Sweeping — Sweep parking lot, common areas, entrances, exits and stairwells. Involves standing, walking, stooping, bending, reaching and handling.

____
Inspection — Check condition of paint, fences, parking lot surfaces, cracks in foundation, stairwells, gutters, roof and water damage from leaks. Involves standing, walking, stooping, bending, reaching and handling.

____
Minor repairs — Replace locks; key locks; patch drywall; replace outlets, cove basing and ceiling tiles; hang fixtures; replace signage; and patch carpet. Involves standing, walking, climbing, stooping, bending, reaching, handling and kneeling.

____
Setups — Arrange conference and meeting rooms, including setting up tables, chairs, sound system and audio/visual equipment. Lift up to 20 pounds. Involves standing, walking, climbing, stooping, bending, reaching, gripping, grasping, handling and kneeling.
____
Answer phones — Take incoming calls and messages, and transfer calls to appropriate extensions. Involves sitting, standing, reaching, handling, gripping and fingering. 

____
Filing — Sort invoices, mail and reports and place them in alphabetical or numerical order in appropriate file area. Involves sitting, standing, reaching, fingering, grasping and handling. 

____
Purge or shred files — Clean out old files and dispose of unneeded invoices and correspondences. Lift up to 10 pounds. Involves sitting, standing, handling and fingering. 

____
Invoices and bills — Separate bills or invoices according to office procedures. Involves sitting, standing, grasping, handling and fingering. 
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Modified Duty Task List: Building Maintenance








