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	Recommended Personal Protective Equipment:



	SEQUENCE OF BASIC JOB STEPS
	POTENTIAL HAZARDS
	RECOMMENDED ACTION OR PROCEDURE

	Sitting at Desk


	-Back discomfort

-Numbness in lower extremities
	-Properly adjusted chair

-Footrest, if legs dangle

	Operating a Computer
	-Back Discomfort
	-Properly adjusted chair

-Proper posture

	
	-Eye Strain
	-Focus monitor 

-Reduce glare on monitor with screen or moving monitor

	
	
	-Regular eye exams

-Even illumination

	
	-Neck/shoulder strain
	-Arrange work station to eliminate extreme postures

	
	-Arm/hand discomfort
	-Proper keyboard placement

-Perform mini-rest breaks or relief activities

	
	
	-Provide wrist support

-Avoid resting arms or wrists on sharp edges

	Moving office supplies/equipment


	-Back strain
	-Plan ahead.  Use material handling equipment (dollies, chairs with wheels, etc.)

	
	-Slips

-Pinching
	-Use buddy system

-Ensure clear walkway

-Move small even loads 

-Lift with knees
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