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Ideally the size and design of office furniture, particularly of

desks, should be suitable for the work to be performed on it.

Unfortunately this is not always possible, and desks have to be

bought which can be fitted into the available office space. If a 
clerk is working for most of the time on small 5 x 3 inch index

cards, a very small desk would be sufficient, but if another clerk

needs to spread out ledgers and working papers, a 6-feet-square

desk might be necessary and should be provided – regardless of

prestige considerations. There is, however, an advantage in having

all desks of a standard size. It adds to the appearance of the

office, allows interchange of units, and better terms are usually

obtained when buying.

With a chair of standard height, the height of a desk should not

be more than 28 inches. Some clerks with long limbs will doubtless

state that desks are never high enough for them to sit at confort-

ably, and although the height of desks should be adjustable, it is

preferable on grounds of hygiene and portability that desk should 

be light in construction, and they should be so made that the floor

beneath can easily be cleaned. Some storage space is desirable,

and the two drawers usually provided are adequate for normal pur-

poses, but too much storage space should be avoided, as the inside

of such extra drawer space is apt to get cluttered up with office

bric-a-brac and personal belongings.

As far as material is concerned, prior to about 30 years ago, all

desks were made of wood, but nowadays metal furniture is also made;

this has the disadvantages of being cold to work on, and may be harsh

in appearance; in addition metal desks, when enameled, are apt to

chip in use. Modern processes have now introduced anodized metal

furniture which cannot be chipped and which can also be supplied in 

pleasant pastel colours. Metal furniture is, of course, more fire-

resistant than wooden furniture.

Regarding the surface of a desk, bare wood is apt to get scratched

and look rather dilapidated very quickly. Linoleum and rexine tops

can be obtained which are warm and comfortable to work on. For

some business routines, it is useful to have a plate-glass top to 

the desk, not only because of the hard writing surface it gives, but

because of the great facility of sliding schedules of standing

information under the glass for ready reference.

When buying desks, cost should not be forgotten by the office

manager, and the standard two-drawer desk meets the average require-

ments at a reasonable cost. Simple wooden tables without drawers,

and topped with linoleum, are a most useful adjunct for filing or

for sorting correspondence, or occasional use in private or general

offices.

