JOB HAZARD ANALYSIS

	Task:
	Receiving Office Supplies

	Name of Shop or Dept:
	Accounting

	Job Title(s):
	Receptionist

	Analyzed by:
	LeeAnne VanCaeyzeele

	Date:
	June 28, 2012

	Required PPE:

	N/A

	Required/Recommended Trainings:

	

	TASK
	HAZARDS
	CONTROLS

	Receiving Office Supplies from Supplier
	· Box is heavy and awkward and could cause back injury.
· Tripping on stairs when putting supplies away in storage cupboard on mezzanine.


	· Have delivery person place box on reception desk or on floor in reception area.
· Take supplies out of box and take them to the supply cupboard mezzanine in smaller quantities making sure that you are able to hold handrail as you ascend the stairs.

· For paper supplies have 2 people place boxes in supply cupboard behind reception desk.


Name (print):______________________________________________________

Position: __________________________________________________________

Date: ____________________________________________________________

Signature: ________________________________________________________
