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	Title of Person Who Does Job:
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	SEQUENCE OF BASIC JOB STEPS
	POTENTIAL HAZARDS 
	RECOMMENDED ACTION OR PROCEDURE

	Work Station 

	· Sharp or protruding objects
· Excess items laying around

· Electric sources

· Inadequate furniture
	· Smooth or protect edges
· Remove hazards

· Inspect sources
· Provide proper space

	Equipment

	· Visual fatigue or discomfort
· Repetitive motion injuries

· Body fatigue or discomfort
	· Proper equipment

· Adjustable equipment

· Proper furniture

	Posture when seated

	· Repetitive motion
· Stress
	· Stretching several times throughout the day
· Take breaks

· Avoid sitting in same position for hours without a break

	Office environment
 
	· Inadequate lighting
· Temperature

· Noise
	· Check with supervisor to correct deficiencies in office controls 

	 Training & Education
 
	· Improper Ergonomics
· Health related injuries
	· Perform inspection of work station
· Do exercises to prevent injuries 
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