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ASSURANCE






____
Answer phones — Take incoming calls and messages, and transfer calls to appropriate extensions. Involves sitting, standing, reaching, handling, gripping and fingering.

____
Greet customers — Receive customers, check appointments, notify employees of customers’ arrivals and ask customers if they would like refreshments. Involves sitting, standing, handling 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.

____
Open and stamp mail — Open correspondence and date stamp. Involves sitting, fingering and handling. 

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

____
Make files — Type labels and place on file folders. Involves sitting, standing, handling and fingering.

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

____
Collate booklets or materials — Put information for booklets or projects in correct order and then staple, punch holes or bind. Lifting up to 5 pounds. Involves sitting, standing, handling, fingering, reaching and gripping.

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

____
Sweeping — Sweep parking lot, common areas, entrances, exits and stairwells. Involves standing, walking, stooping, bending, reaching and handling.
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Modified Duty Task List: Office Worker








