	JOB SAFETY ANALYSIS
	Job Task: General Office Work
	Date:
	Analysis Performed By:
City of Titusville

	SEQUENCE OF BASIC JOB STEPS
	POTENTIAL HAZARDS 
	RECOMMENDED ACTION 

	1.  General Office Work.

	· Back strain 

· Eye strain
· Repetitive motion injury
	· Ensure work stations are ergonomically correct
· Proper climate & lighting present

	2.  General Office Work.

	· Injuries due to slips, trips, and falls
	· Keep floor surfaces clear of debris
· Keep furniture, boxes, and etc from blocking doorways and halls

· Working/walking area
· Do not stand on chairs

· Do not top load file cabinets-fill from bottom

· Do not leave file drawers open

	3. General Office Work .

	· Electrical Hazards
	· Do not use extension cords in lieu of permanent wiring
· Replace frayed or damaged cords

· Insure cords are not under carpets, 

	4. Material Handling.
 
	· Overextension/Strain
· Repetitive motion injury

· Caught between/crushing
	· Get help with heavy loads (25lbs max)
· Use mechanical assistance (dolly/carts)
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