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Supporting 
Administrative Staff

Dr. Linda Miller

Certified Ergonomist/Occupational Therapist
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AGENDA
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► Introduction
► What we are seeing one year into the pandemic
► Work scenarios
► Supporting administrative staff
► Conducting assessments and providing recommendations
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INTRODUCTION
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► Millions of workers have transitioned home to work.

► How many of you have had staff transition to home?

► How long do you expect staff to remain at home?

ONE YEAR INTO THE PANDEMIC
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► Rise in WCB Claims 
► Reports of discomfort:

► Neck 
► Shoulder
► Wrist
► Back 
► Severe eyestrain

► Long hours of work with minimal movement
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WORK SCENARIOS
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► Keep employees permanently at home
► Return full-time
► Hybrid model

► What will your organization be doing going forward?

WORKING FROM HOME
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► Education
► Survey staff to see how they are doing
► Provide guidance on set up 
► Guidance on proper equipment purchase
► Access to assessments and support 

► Importance of selecting and setting up a proper space
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WORKING HEIGHT
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WORKING HEIGHT - SITTING
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► Whether SEATED or STANDING, work surface should be at elbow 
height.

Reclined Sitting Standing

SITTING SOLUTIONS
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► Your BACK should be supported
► Keep your FEET supported too.

Raising seated height Supporting Feet Extra back support
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VIEWING SOLUTIONS
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► Top of screen JUST BELOW eye level.
► Optimal requires screen and keyboard to be SEPARATED.

Just laptop Laptop on binder Laptop raised + keyboard

VIEWING SOLUTIONS

14

► Bifocal Use
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RISE IN EYESTRAIN
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► Viewing at a fixed distance – most tasks
► Longer hours spent on the computer
► Lack of breaks
► Individuals may have lighting that is directed at their face to 

improve appearance onscreen (direct glare)
► Too much/too little or the wrong type of lighting

VIEWING SOLUTIONS
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STRATEGIES
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► Try to schedule regular breaks each how to get off the 
computer

► Expose eyes to natural light 
► Consider if all meeting need to take place on the computer
► Turn off supplemental lighting when it is not being used.

STANDING SOLUTIONS – STANDING SOLUTIONS
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► If possible, separate the screen from the keyboard & mouse to 
allow the user to OPTIMIZE their neck & upper back posture

Low keyboard and monitor heights                         Appropriate keyboard & monitor height
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REACH ZONES
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► Place keyboard and mouse next to each other in the primary 
zone.

► Less frequently used items should be placed in the secondary 
zone.

PHONE USE
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► When taking phone calls, use headset, earphones, or speaker
► Using the phone between your ear and shoulder puts strain on 

your neck.
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FINDING SPACE
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► Has someone taken over your space?  Do you need to find 
alternative spaces to work in?

► Proper workspaces now have EQUITY in our households, like a 
drop-in station at work, we may need to book it!

Checklist

(EWI Works, 2020)
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IMPORTANCE OF MOVEMENT
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► Typically suggest changing posture every 50-60 minutes.

► If you setup is not ideal, recommend changing posture more 
frequently.

► Consider suggesting to staff: 
► Schedule a phone rather than a zoom meeting to get up and move, 

may help by moving to a quieter location.
► Encourage movement during zoom meetings
► Guide supervision to avoid scheduling back-to-back meetings 

without a break.
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HYBRID MODEL
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► Importance of providing staff fully adjustable equipment if it is 
shared,

► Equipment should be easy to adjust and easy to clean,
► Visual guidance and easy to follow instructions on proper set 

up

RETURNING FULL-TIME BACK TO THE OFFICE

26

► Education 
► Demonstration and review of equipment
► Observations and feedback on set up
► Reinforcement of movement
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WORKING FROM HOME
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FREE RESOURCES
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► Check out our free resources at www.ewiworks.com 

Questions

Linda Miller
lmiller@ewiworks.com
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