HAWKEYE DISTRICT 

Health and Resource Management

Subject: Limited Duty Assignments – Temporary Modified Assignments for employees with physical limitations resulting from an on-the-job injury or illness.

Purpose of Limited Duty Assignments – To maximize the utility of injured workers to accomplish our work. As much as possible we want to ensure that injured workers are used in necessary/needed/adequate and sufficient assignments. However, we should keep injured employees on Limited Duty in the work place for the maximum hours defined by their medical restrictions, even if they are performing unnecessary and redundant tasks.

Ideas for Limited Duty Assignments: The following list of possible limited duty tasks is neither exhaustive nor mandatory. The duties are only suggestions that will hopefully help you identify duties for your injured employees. This is a general list so some of the items may not be applicable in your office.

· Accountable mail duties – morning and afternoon

· Answer the phone

· Assign the duties of their bid position that are within their restrictions

· Box section overflow checks

· Box section quality checks

· Change locks on CBUs, place test cards in collection boxes, growth management duties

· Clean and organize cabinets

· COA

· Collect and verify UBBM

· Complete training requirements

· Computer input not requiring a great deal of training such as CFS/COARS address maintenance or Station Input. This would free up an SCS for more important higher impact duties

· Control and monitor hold mail from constructions holds (verification)

· Create safety talks for other offices to use

· CTT scans on Express Mail labels

· Deliver Stamps by Fax, Stamps by Mail, Express locally to associate offices, pick up and deliver missent and miss-delivered mail utilizing delivery vehicles

· Do names/addresses for apartment complexes

· Edit book processing and maintenance

· eFleet vehicle receipt reconciliation

· Enter information on box rent cards when box rent is paid

· eUARS investigation and input

· File CFS records

· File mail with notice for customer pickup

· File paperwork

· File maintenance

· Hand stamp forms 4245 (carrier statement envelope) and 3227-R (rural carrier stamp purchase order envelope) with local town and zip code

· Help with floor stock audits

· Help customers with APC

· Inspect empty sacks, trays, sleeves, etc.

· Inventory Priority and Express Mail products

· Investigation and answering of Information Requests. Utilize manuals and directives to answer customer inquiries

· Label and put together NDCBU key tags

· Label NDBCU’s

· Label sacks and tag containers

· Labeling cases (carrier or clerk)

· Let other offices know you have a limited duty employee and what their capabilities are. Other offices may be able to send in some of their work. Include support functions.

· Maintenance of the administrative factors in our AM/SOP’s

· Make labels for post office boxes

· Match 4003’s and edit books to cases

· Modify bid assignment by decreasing weight in satchel, or weight in mail tray

· Modify casing duties – only case into cells below shoulder level; case into only the main portion, provide a stool

· Monitor lobby area, use customer service cards to contact customers

· Ordering supplies using Ebuy

· Organize key books

· Process address sequence cards

· Pull collection boxes

· Purge old daily activity envelopes of forms past retention date

· Purge old paperwork if not sensitive material

· RR consolidations (get maps from the IA/IL Department of Roads). All they would need is a 4003 and a map

· Shred old paperwork

· Shredding duties – other offices can send paperwork to be shredded

· Sort and mark correct address on rework and undeliverable as addressed mail

· Stamp address on box rent renewal envelopes

· Stamp the address on envelopes to be used for registered mail

· Stamping return addresses on envelope stock

· Stocking and inventorying Ready Post products

· Two week clerk cash counts

· Type up new growth developments for edit books

· Update edit book

· Write names on edit books from rural cases

· Write up certified/COD mail

· Write up missent mail for return to proper department

Contact your Health and Resource Management Specialist with questions about limited duty and/or assistance with the Offer of Modified Assignment (Limited Duty), aka PS Form 2499.

