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OFFICE ERGONOMICS TIP SHEET

IDEAL SEATED POSTURE

Adjust seat height to 
support your feet on the 
floor

Don’t let your feet dangle

Thighs should be parallel to 
floor

Adjust seat pan to allow 
clearance behind your 
knees

Adjust back rest height to 
support your low back

Sit back against the 
backrest, adjust as needed

Avoid leaning forward

Adjust the armrest height 
to provide support

Adjust the armrest width to 
fit your body

Keep head back, chin 
tucked

Align your ears, shoulders 
and hips

Position your monitor(s) at 
or slightly below eye level

Lower your screen 2-3” if 
you wear bifocal or trifocal

Position the monitor(s) 
about an arm’s length

Place screens directly in 
front, side by side for dual

Ideally the elbow should be 
at keyboard height

Mouse should be at same 
height as keyboard

Maintain a neutral wrist 
posture

Reduce the distance to the 
keyboard and mouse

Be sure the keyboard and 
mouse fits your hands
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DIGITAL EYE STRAIN

DO YOU HAVE?

Irritated Eyes

Blurred Vision

Headaches

Eye Strain

Dry Eyes 

Eye Fatigue

SOLUTIONS:

Reduce overhead lighting to eliminate 
screen glare

Position yourself an arm’s distance away 
from the screen for proper viewing distance

Increase text size

Request an o�ce ergonomics evaluation

YOUR DISCOMFORT MAY BE A RESULT OF:

Improper Viewing 
Distances 

Poor Seated Posture

Glare on the Screen

Uncorrected Vision

Poor Lighting

Prolonged Screen 
Time

TO HELP ALLEVIATE THE PROBLEMS RESULTING FROM 
PROLONGED COMPUTER WORK, FOLLOW THE

20 / 20 / 20 RULE

TAKE A 20 
SECOND 
BREAK

EVERY 20 
MINUTES

LOOK 20 
FEET AWAY

YOUR PARTNER IN HEALTH AND 
HUMAN PERFORMANCE


