
tha
t 

it 
is 

adj
ust

ed 
to 

fit
 y

ou.
 2. M

ake 
sure

 your
 com

monl
y use

d of
fice 

item
s 

(mon
itor,

 doc
umen

ts, k
eybo

ard, 
mous

e, an
d 

phon
e) ar

e po
sitio

ned 
close

 to y
ou.  

3. M
ake 

sure
 you 

have
 ade

quat
e lig

hting
 and

 
minim

al gl
are. 

4. Ta
ke s

hort
 and

 freq
uent

 rest
 bre

aks, 
and 

do 
gent

le st
retc

hes 
to ke

ep y
our m

uscle
s 

limb
er. 

5. M
ove y

our e
yes f

requ
ently

 and
 focu

s the
m 

away
 from

 the
 scre

en. 
6. A

sk fo
r ass

istan
ce a

nd/o
r me

dica
l adv

ice i
f 

nece
ssar

y.  
 1. C

hair
s 

Main
taini

ng g
ood 

post
ure w

hile 
using

 a co
mput

er 
is yo

ur pr
imar

y de
fens

e ag
ainst

 fati
gue 

and 
stre

ss.  T
his d

oesn
’t me

an th
at m

ainta
ining

 the
 

same
 post

ure t
hrou

ghou
t the

 day
 is n

eces
sary

.  
In f

act i
t is g

ood 
to va

ry yo
ur si

tting
 post

ures
.  

It is
 also

 a go
od id

ea to
 get 

out o
f you

r ch
air 

freq
uent

ly an
d mo

ve ar
ound

. Eve
n if 

it’s f
or a 

minu
te at

 a tim
e, it

’s he
lpful

.  
 Whi

le si
tting

, it i
s imp

orta
nt to

 be c
omfo

rtab
le. 

This
 is a

 pers
onal 

issue
, and

 eve
ryon

e is 
diff

eren
t, wh

ich y
ou sh

ould
 reco

gnize
 whe

n 
cons

ider
ing a

n off
ice c

hair.
  In 

addi
tion,

 a ch
air 

shou
ld ha

ve su
ffici

ent a
djus

tabil
ity t

o all
ow f

or 
vario

us po
stur

es d
uring

 the
 day

.  Ch
airs 

shou
ld 

have
 adju

stab
ility 

in th
e se

at he
ight 

and 
dept

h, 
back

rest
 heig

ht an
d se

at ti
lt.  A

rmre
sts a

re no
t 

nece
ssar

y, bu
t if t

hey 
are d

esire
d th

ey sh
ould

 
be a

djus
table

 in h
eigh

t and
 widt

h.  T
he w

ebsi
te 

prov
ides

 mor
e inf

orma
tion 

on sp
ecifi

c sea
ting 

adju
stme

nts. 
 

 2. F
requ

ently
 Use

d It
ems 

A. M
onito

rs 
Your

 mon
itor 

shou
ld si

t dir
ectly

 in f
ront

 of y
ou, 

and 
in lin

e wit
h th

e ke
yboa

rd.  
A tw

isted
 

work
ing p

ostu
re m

ay le
ad to

 disc
omfo

rt.  A
lso, 

the 
top o

f the
 scre

en sh
ould

 be a
t or 

a litt
le 

belo
w ey

e lev
el, a

s it i
s nat

ural 
to lo

ok sl
ightl

y 
down

ward
. Wh

en d
eter

minin
g mo

nitor
 dist

ance
, 

place
 it at

 arm
’s len

gth, 
and 

then
 adju

st 
acco

rding
 to y

our c
omfo

rt le
vel.  

The 
moni

tor 
shou

ld al
so b

e til
ted 

back
, so 

the 
bott

om o
f the

 
scre

en is
 sligh

tly c
loser

 to y
ou 10h

d1Ty
e8eop

.  
For 

bifo
cal w

eare
rs, r

ead 
the 

Visio
n sec

tion.
  

Mon
itor D

istan
ce a

t arm
’s 

leng
th or

 mor
e 

 If th
e job

 requ
ires 

priva
cy w

hile 
work

ing, 
inste

ad o
f rot

ating
 your

 mon
itor 

to on
e sid

e, 
cons

ider
 a pr

ivacy
 scre

en, w
hich

 will 
allow

 you 
to ke

ep th
e mo

nitor
 dire

ctly 
in lin

e wit
h yo

u and
 

the 
keyb

oard
.  

 Fina
lly, k

eep 
your

 com
pute

r scr
een 

cleh
d1by

 
wipin

g it 
very

 ligh
tly w

hen 
need

ed w
ith a

 pap
er 



idea is to keep your wrists straight.  In other 
words, if the keyboard is below elbow height, a 
downward sloping keyboard allows this.  If your 
keyboard has feet on the back that prop the 
keyboard up, make sure to lower those feet, in 
order to keep your wrists straight.  
 

Adjustable keyboard trays can be helpful in 
this regard.  The newer trays on the market are 
easier to adjust, and have a slim design, which 
means there plenty of room under the tray for 
your legs.  For someone who is constantly 
typing, this may be the way to go.  
 

If you type frequently and do not touch-type, 
consider taking a typing class.  You can alleviate 
the annoyance of having to shift your eyes from 
the keyboard to the monitor, which, if done 
repetitively, may lead to discomfort.  Also, you 
will become more productive.  
 

D. Mouse 
The mouse should be positioned as close to the 
keyboard as possible, and at about the same 
height, as they are normally used together.  You 
want to avoid reaching to get to the mouse.  It 
is also advisable to avoid resting your forearm 
or wrists on a sharp edge or hard surface as 
this constant, direct pressure may lead to 
discomfort.  
 

Most newer adjustable keyboard trays also 
come with a place for the mouse.  Another 
option is to get a mouse bridge, which places 
the mouse directly over the number pad on the 
keyboard.  For those that use the number pad, 
it usually can slide off to the side when 
necessary.  
 

There are other alternatives to using a 
traditional mouse, such as trackballs and 
touchpads.  Trackballs are stationary devices, 

so they require less room. They are normally 
larger than a mouse and may accommodate the 
hand better.  Touchpads, which are also 
stationary, are essentially pressure sensitive 
screens that you place your finger on.  As you 
glide your finger across the pad, the mouse 
moves across the screen.  
 

E. Phone Use 
If the phone is a commonly used item at your 
work area, keep it within comfortable arms 
reach, so it’s easy to get to.  If you have the 
tendency to cradle the phone, consider getting 
a hands free headset, as cradling the phone 
between your head and shoulder strains the 
muscles in the neck and shoulder.  A headset 
will also allow you to work with both hands while 
conversing on the phone.  
 

*It is important that other commonly used 
items such as staplers and calculators be 
located close, to avoid extreme reaches across 
the desk.  
 

3. Lighting 
Your work area should have moderate, indirect 
lighting. Lights in front of you are hard on the 
eyes while lights behind you produce reflected 
glare. To minimize glare, position your monitor 
so it’s perpendicular to or below the light 
source, use window shades, or tape a piece of 
cardboard across the top of the monitor to act 
as a visor. Glare screens can reduce glare if 
needed.  
 

4. Vision 
If you wear glasses or contact lenses, keep 
them clean. For bifocal wearers, it is important 
to be aware of your monitor height.  Consider 
placing it at a lower height than normal to avoid 
tilting your head back, which may lead to neck 

discomfort. It might be beneficial to consider a 
pair of computer glasses.  
 

Good tips to avoid eyestrain: Blink often, and 
take frequent rest pauses.  Close your eyes for 
a minute, refocus by looking away from your 
monitor at something in the distance, and roll 
your eyes up and down, left to right.   
 

5. Rest Breaks 
Short, frequent breaks are more beneficial 
than longer, more infrequent ones. Sitting for 
more than two to three hours without moving 
can put stress on the body.  Breaks can be as 
simple as standing up and walking around your 
desk three times.  You should also break up 
your sitting period by walking to the water 
fountain, printer, etc.  
 

6. Exercises 
Here are some tension relieving exercises that 
you can do throughout the day:  
• Tightly clench your hand into a fist and 

release, fanning out the fingers. Do 3 times. 
• With elbows straight, bend your wrists back 

as far as they will go, hold for 3 seconds then 
extend wrists  as far as they will go. Do 5 
times. 

• Stand up straight, place your hands on your 
hips and bend backwards at the waist, gently. 
Do 5 times  

• Touch the fingertips of your hands together 
just behind the top of your head without 
letting your hands touch your head, move your 
elbows in a backward direction, hold 5 
seconds then relax. Do 3 times. 

• Tuck your chin in while keeping your eyes 
level; hold 3 seconds and then relax. Do 5 
times. 

• Roll your head in circles, stretching more 
toward each shoulder. Do 5 times. 
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