
Setting up your workstation the Work Fit way 
 

Adopt a relaxed and supported posture when sitting. Remember there is no perfect posture; 

even an acceptable posture becomes unacceptable over time. Make sure you change your 

working posture regularly and vary your tasks as far as you can through your working day. 

Adjusting your chair 
Adjust your chair so that it is comfortable for you: 
 
• The backrest should be reclined by 10-15º as this opens up 

the angle between your trunk and thighs, reducing stress on 
your lower back. 

• Adjust the height of the backrest so the lumbar support fits at 
about waist height. Inflate the lumbar support so you feel it 
supporting your lower back, but do not over inflate. 

• Raise your seat height so that, with your shoulders relaxed, 
your upper arms hang vertically by your side and your elbows 
are at a similar height to the desk. 

• Aim to sit with your hips slightly higher than your knees as 
this helps keep the natural inward curve of your lower back. 

• When using the keyboard your fingertips should rest comfortably on the middle row of keys 
(ASDFGHJKL), with your forearms horizontal and wrists straight(ish). Your forearm should 
rest lightly on the desk when writing. 

• Your elbows should be at right angles with your upper arms, relaxed at the side of your body. 
Positioning your keyboard about 10cm from the edge of the desk should help you achieve 
this. 

• Height adjustable armrests can provide additional support for the upper body when not typing, 
but should not get in the way of sitting close to the desk. The height of the armrests should 
allow the elbows to rest comfortably at right angles.  

• If your chair has a free-float mechanism use it as much as possible, driving the movement 
with your feet. Ensure the mechanism is balanced correctly for you. 

Footrest 
 
If your feet do not comfortably reach the floor once your chair is 
adjusted  to the correct height, then you need a footrest.  

Position your monitor  

As a rule of thumb the top of your computer screen should be at eye 
height, an arm’s length away and positioned directly in front of you. If 
you are not a touch typist you may wish to position the screen slightly 
lower to minimise neck movements as you look between the keyboard 
and screen. 



Layout 
 
• Aim to make best use of the available space. Keep the things 

you use most often close to you and try to position them to the 
right and left so you avoid always moving or reaching the 
same way. 

• Position your keyboard about 10cm from the edge of the desk 
to minimise reaching forwards. Generally we don’t recommend 
use of wrist rests and if you sit at a good height for working 
you should find you do not need them.  

• Clear leg space under the desk so you can sit comfortably 
without twisting or leaning. 

• Aim to keep your keyboard in line with your computer screen 

Mouse position and use 

Your computer mouse should be close to you so your arm remains 
in a relaxed position and not outstretched either to the side or in 
front. If you use the mouse in your right hand and do not use the 
number pad at the right hand side of the keyboard, consider using a 
short keyboard (without the number pad) as this allows you to keep 
the mouse closer to your body and prevent overreaching. 

Using laptop computers 

Using a laptop stand with separate keyboard and mouse will allow 
you to raise the screen up so you can sit in a more upright and 
comfortable position. 

Use of a document holder 

Touch typists may prefer their document holder at the side of 
their computer screen, at screen height. Those needing to look 
at the keyboard whilst typing may be comfortable placing the 
document holder between the keyboard and monitor to avoid 
twisting.   

Final thoughts..... 
 
• Your perfect set-up will be different to other people’s, and will change over time.  
• It is important you know where the adjustment controls are on your chair and how to use 

them. Read the instructions or get some training if you aren’t sure. 
• If you are tall (6 feet plus) the desk may become too low when you sit at the correct height 

and may need to be raised. 
• Don’t forget - most people sit too long at work without taking a break. Stand up, stretch or 

change your task every 20 minutes or so. 


