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	SEQUENCE OF BASIC JOB STEPS
	POTENTIAL HAZARDS 
	RECOMMENDED ACTION OR PROCEDURE

	1. Always Secure Phone in Safe Position on Desk  

	Accidental Injury – Phone could fall
Tripping on Cord 
	Secure Phone in a safe place on desk, making sure all wires and cords are not a tripping hazard. 



	2. Alternate Phone placement from time to time on Desk 

	Repetive Motion – Fatigue or Discomfort  
Arm Elbow or Shoulder Injury 
	Have phone in neutral position if possible that can be answered by both left or right hand/arm alternating use to avoid repetitive motion.

	3. Always use hand while holding receiver or speaker phone when multi tasking. 

	Neck fatigue or Discomfort
	Do not use neck and shoulder to hold phone to your ear. 

	4. When hanging up a phone with cord, Always make sure cord is untangled. 
 
	Tripping Hazard or Catching Hazard 
	Keep all cords untangled and secure. 

	5   After using phone for long periods of time, stretch arm muscles for release of tension. 
 
	Hand, Arm, Elbow Fatigue 
	Stretching a few minutes every hour is beneficial for all office personnel to relieve fatigue, discomfort,  and muscle tension. 


