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Scope of Work of Attendant Services

1. Daily Cleaning of Office Furniture & Fixtures which includes table, sofa, almirahs,
telephones, fans other electrical equipment’s, computer peripherals etc.
Attending to officers & staff
Serving tea, snacks etc., Drinking water washing utensils like cup, jug, glass etc. related
to these services.
Opening &closing of office main gate, doors, windows etc.
Carrying message, letter, dak, post etc. to different offices.
Switching on & off the light, fans, ACs whenever necessary
Assisting in photocopying, scanning and packing & dispatch of documents
Moving & shifting of office furniture/items
To see all waste papers are removed/ stored properly
. Turning off water taps wherever water is overflowing etc. every day
. Any other miscellaneous job of similar nature required from time to time by the
Corporation
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