
Desktop Management 

 When working at a desk whether at the office or at home, clutter tends to be a major detriment 

to productivity.  Proper desk top management can lead to increased productivity and decreased stress 

(who hasn’t become frustrated looking for a document).   

 One common way to approach a manageable desk top space is to divide your desk space into 

primary and occasional zones.  The primary zone, diagrammed below in green, is the time where your 

hands spend the most work.  Primary Zone: typically keyboard, mouse, note taking equipment.  The 

occasional zone, diagrammed in orange, is where you will occasionally need to work for a brief period 

before moving back to the primary zone.  Occasional Zone: checking the date on a calendar, or grabbing 

a new document or reference material. 

 

 

 

 

 

 

 

 

 Some items or tasks can be worked either in the primary zone or the secondary zone.  Using a 

calculator for example may be used in the occasional zone if you are checking calculations infrequently.  

Consistent use of the calculator may require you to move it into the primary zone. 

 The rationale behind segmenting your workspace into zones is to decrease time spent with an 

extended arm.  Not only does this increase risk of shoulder strain but also increase twisting of spine and 

neck, particularly if you are working to your left or right. The secondary zone can be defined as an area 

where reaching is required.  Anything outside these zones should be considered rare use or you may 

have to get up to reach it. 

 If you have difficulty organizing your desk into this approach some suggestions are detailed 

below. 

Common Fixes 

Move to corner of desk (more 
space becomes available depth 
wise and in the primary zone) 

Obtain shelving for infrequently 
used items 

Pile or stack materials based on 
use 

 

Primary zone is the area 

your hands can reach 

while keeping elbows at 

90 degrees. 

Occasional zone requires 

a reaching motion. 


