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Handout A: Office ergonomics- Your how-to guide 

A comfortable workspace can help you feel your best. Give your sitting work area a makeover 

with this visual guide to office ergonomics. 

If you sit behind a desk for hours at a time, you're not doomed to a career of neck and back pain 

or sore wrists and fingers. Proper office ergonomics — including correct chair height, adequate 

equipment spacing and good desk posture — can help you and your joints stay comfortable at 

work. 

Ready to give your workspace a makeover? Get started making your sitting workstation 

comfortable with this visual guide to sitting workstation ergonomics. 

 

Chair 

Choose a chair that supports your spinal curves. Adjust the height of your chair so that your feet 

rest flat on the floor or on a footrest and your thighs are parallel to the floor. Adjust armrests so 

your arms gently rest on them with your shoulders relaxed. 

Key objects 

Keep key objects — such as your telephone, stapler or printed materials — close to your body to 

minimize reaching. Stand up to reach anything that can't be comfortably reached while sitting. 

Keyboard and mouse 

Place your mouse within easy reach and on the same surface as your keyboard. While typing or 

using your mouse, keep your wrists straight, your upper arms close to your body, and your hands 

at or slightly below the level of your elbows. Use keyboard shortcuts to reduce extended mouse 
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use. If possible, adjust the sensitivity of the mouse so you can use a light touch to operate it. 

Alternate the hand you use to operate the mouse by moving the mouse to the other side of your 

keyboard. 

Telephone 

If you frequently talk on the phone and type or write at the same time, place your phone on 

speaker or use a headset rather than cradling the phone between your head and neck. 

Footrest 

If your chair is too high for you to rest your feet flat on the floor — or the height of your desk 

requires you to raise the height of your chair — use a footrest. If a footrest is not available, try 

using a small stool or a stack of sturdy books instead. 

Desk 

Under the desk, make sure there's clearance for your knees, thighs and feet. If the desk is too low 

and can't be adjusted, place sturdy boards or blocks under the desk legs. If the desk is too high 

and can't be adjusted, raise your chair. Use a footrest to support your feet as needed. If your desk 

has a hard edge, pad the edge or use a wrist rest. Don't store items under your desk. 

Monitor 

Place the monitor directly in front of you, about an arm's length away. The top of the screen 

should be at or slightly below eye level. The monitor should be directly behind your keyboard. If 

you wear bifocals, lower the monitor an additional 1 to 2 inches for more comfortable viewing. 

Place your monitor so that the brightest light source is to the side. 

 

Source: www.mayoclinic.org/healthy-lifestyle/adult-health/in-depth/office-ergonomics/art-20046169 
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Handout B: How to Communicate Better When You Work Remotely 

Communication between colleagues should always be crystal clear, but especially so when you 

telecommute. With the absence of body language, facial cues, and, well, an office, thoughts and 

messages with the best of intentions can potentially have the worst of outcomes. Be productive—

and keep the lines of communication open—with these tips. 

Think before you send.  

You might be in a rush to send an e-mail before your child gets off the bus. Or maybe you had a 

tiff with your spouse and now have to communicate with your boss. You may not even realize it, 

but your curt tone and short reply could be perceived incorrectly by your recipient. So even 

though it’s an extra step, reread your e-mails to make sure you are getting your point across in a 

professional, yet personable way. 

Be professional.  

When you work remotely, there might be days on end when you don’t speak to another person 

during work hours. Without that human interaction, your social skills may begin to slide. Always 

remember to keep it professional when speaking with your colleagues or your boss to help 

maintain your social finesse. After all, flexible work is still professional work. 

Be positive.  

Sure, your boss wants you to tell him your honest opinion of his latest idea to boost sales. But 

even if you think a person’s idea is poor at best, don’t say it directly during the Skype meeting—

or worse, write about it in an e-mail and CC the company. Instead, spotlight the positives of your 

boss’ plan and then offer alternatives. That way, you’re seen as a positive force within the 

company. 

Reach out.  

You’ve read (and reread) your boss’ e-mail four times but you still can’t figure out what he 

wants—or why he sounds so annoyed. Don’t assume the worst, though, and shoot back a 

frustrated (and terse) response. Pick up the phone and speak with your boss. Ask for clarification 

of the e-mail—when he begins explaining, you’ll be able to discern if he was upset or not and 

why. Then rectify the issue right away, to diffuse a potentially tense situation in the future. 

Listen closely.  

Often, miscommunication happens when people are not listening to each other. Avoid mixed 

messages by practicing active listening, which is to listen and then repeat what the other person 

just said. For example, if your boss needs you to tweak a report, you can say, “Okay, I can fix the 

report. Would you like me to add this information to the report instead?” That way, you are 

acknowledging your boss’ needs and getting all the info you need to perform your job well. 

https://www.flexjobs.com/blog/post/4-essential-tools-for-remote-work/
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Good communication is the cornerstone for any successful company. When you have a virtual 

job, keeping the lines of communication open, honest, and professional will help to ensure your 

success. 

Source: www.flexjobs.com/blog/post/how-to-communicate-better-when-you-work-at-home/ 

https://www.flexjobs.com/blog/post/how-to-find-a-virtual-job/
https://www.flexjobs.com/blog/post/how-to-find-a-virtual-job/

