SAIF Corporation

JOB ANALYSIS

[  
] Regular Work


[ X 
] Modified Work

	EMPLOYEE
	CLAIM #
	DOI

	
	
	

	JOB TITLE: Clerk
	DOT CODE
	WORK HOURS

	
	
	

	LOCATION OF JOB
	
	

	
	
	

	EMPLOYER/FIRM NUMBER
	ADDRESS
	PHONE #

	
	
	

	INFORMATION RECEIVED FROM/TITLE
	PHONE #

	
	

	PREPARED BY/TITLE
	PHONE #
	TODAY’S DATE

	
	
	


JOB SUMMARY  (Brief description of job and education/training - add break periods):

Answering telephones and providing information to the customers.

	-PHYSICAL DEMANDS-


Continuous -- 67-100% of the day.  Frequent -- 34-66%.  Occasional -- 6-33%.  Intermittent -- 1-5%

1.  SITTING - (Percent of time or hours per day?  Surface?  Foot controls?)

The worker is free to sit or stand at any time while completing the job duties.

2.  STANDING- (Percent of time or hours per day?  Type of surface?  Duration at one time?)

See sitting.

3.  WALKING - (Percent of time or hours per day?  Surface?  Distance?)

Not required.

4.  POSITIONS - (Can worker change positions frequently?  Occasionally?)

Worker can change positions between standing and sitting as allowed by the treating physician and determined by physical comfort level.

5.  LIFTING & CARRYING - (Weight? -Floor-waist [0-10; 0-20; 20-50; 50-100; 100+ occasionally) and (0-10; 10-25; 25-50; 50+ frequently]? Type of object(s)?  Frequency?  Distance?)

Lifting is required up to one pound when lifting the telephone to allow for completion of job duties.  Carrying is not required.

6.  PUSHING/PULLING - (Weight?  Type of object(s)?  Times per hour?  Distance?)

Not required.

7.  REACHING/HANDLING - (Use of hands for repetitive fine manipulation?  Distance?  Overhead reaching?  Frequency?)

Required when taking messages and when answering the telephone.

8.  BENDING/SQUATTING - (Frequency?  From Waist?  Knees?  Duration?)

Not required.

9.  TWISTING - (From what body part(s)?  Frequency?  How far?  Work being done?)

Not required.

10. CLIMBING - (Height?  Slope?  Number of steps?  Frequency?  On what?  Ladder?)

Not required.

11.  CRAWLING - (Surface?  Frequency?  Distance?)

Not required.

ENVIRONMENTAL FACTORS - Include whether job is performed inside or out identifying extremes of cold, humidity, heat, etc.  Include any hazards such as noise, light, fumes, dust, vibration, liquids, etc.

100% of the job takes place inside.

PRODUCT(S) & MATERIALS - (Completed product(s) & raw materials used in process)

Paper

MACHINES/TOOLS/EQUIPMENT USED AS PART OF THE JOB
Telephone

DESCRIBE WAYS IN WHICH JOB CAN BE MODIFIED
	PHYSICIAN’S RELEASE


The commute to this job is within the physical capacities of the worker?    YES ____  NO ___


Job Appropriate
Yes  

No  


Date of Release  __________________

Comments

	Physician’s Name:  
	

	Signature: 
	
	Date:
	


