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ASSURANCE






____
Fold linens — Using hands fold bath towels, hand towels, bath mats, sheets, and pillow cases.  Involves sitting or standing, fingering, reaching and grasping.

____
Front desk – Greet guests to answer questions, check in or check out, and dispense toiletries. Involves sitting or standing, fingering, reaching and grasping.

____
Set up continental breakfast —  Set up juice, coffee, tea, water, rolls, pastry, cereal, bagels, bread, jelly, cream cheese, and fruit. Restock napkins, silver ware, plates, cups, saucers, and glasses. Scoop ice and fill the ice bucket. Involves standing, walking, bending, reaching, grasping, and lifting up to 20 pounds.

____
Reservations — Greet customers and check in or check out. Obtain credit card payment, license plate number for parking, activate room key, compute room charges, receive credit card or cash for payment. Involves sitting or standing, fingering, reaching, grasping, and lifting up to 5 pounds.

____
Fold Sheets and Towels — Fold clean sheets and towels.  Place folded linen and towels on storage shelves, racks, or on wheeled charts. Involves sitting, reaching, standing, fingering and lifting up to 10 pounds.. 
____
Banquet  (Please remove the yellow to the left.  It would not let delete). Assist in setting up tables, chairs, placing linen table clothes on tables, napkins, setting place settings, centerpieces, water pitchers, and coffee carafes. Involves standing, walking and lifting up to 20 pounds.

____
Set up conference rooms — Set up tables and chairs, place linen table clothes on tables, place a glass at each chair, water pitchers, tablet of paper and pen at each chair, and candy at each chair. Involves standing, walking and lifting up to 20 pounds.

____
Dust — Using a duster dust lobby furniture, furniture in rooms, and elevators. Involves standing, kneeling, squatting, reaching and lifting up to 5 pounds.

____    Wash Windows — Using a squeegee, dip squeegee into a bucket filled with window cleaner and move the squeegee across the glass to apply the cleaner. Wipe off squeegee blade on a cloth and place the dried squeegee blade on the glass and pull side ways or downwards to  remove the cleaner from the glass. Involves standing, walking, bending, squatting, reaching, grasping, and no lifting over 10 pounds. 

____    Empty Trash  — Use hands pick up trash baskets in rooms and dump trash into plastic bag which is attached to the wheeled supply cleaning cart. Involves standing, walking, bending, reaching, grasping, and lifting up to 10 pounds. 

____
Vacuum hallways — Using a vacuum cleaner, vacuum the carpet.  Involves standing, walking,  bending, reaching, pushing/pulling and lifting up to 10 pounds. 
____
Answer phones — Answer incoming phones and provide general information to guests. Involves sitting or standing, fingering, reaching, grasping and lifting up to 5 pounds.  

____
Guest shuttle driver — Drive shuttle van to and from airport to hotel assisting guests with loading and unloading of luggage. Involves sitting, standing, walking, reaching and lifting up to 50 pounds. 
____
Answer phones — Take incoming calls and messages and transfer to appropriate extensions. Involves sitting, standing, reaching, handling, gripping, fingering and lifting up to 5 pounds. 

____
File — Sort invoices, mail and reports, and place them in alphabetical or numerical order in appropriate file area. Involves sitting, standing, reaching, fingering, grasping handling and lifting up to 5 pounds 

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

____
Sort invoices/bills — Separate bills or invoices according to office procedures. Involves sitting, standing, grasping, handling, fingering and lifting up to 5 pounds 
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