GENFRAL MEMBFRSHIP MEETING MINUTES

I.R.C. § 2 12:30 < 2:30

ralr : {en Kiernan called the meeting to order at 12:40
Alannah Anderson (recording).
Vice-President; Diana Ellis,
Treasurer; Edmund Kam, Trustee;
Suzan 2agar, Trustee; and Joe
Denofrea, National
Representative, CUPE.

. Roll call of Officers:

. Adoption of the Agenda as amended by adding item # 3la
"Notice of Motion". We are bringing this job description
to you for approval as the Union Office Secretary's job

description has been changed:

» NOTICE OF MOTION ":

"The job description of the Office Secretary
for the Union Office be approved as amended. ™

Moved by Florence Halama and seconded
Lee Horvath ...Carried.

. Adoption of the Minutes - Suzan Zagar moved, Louise Lamb
seconded...Carried

2. Adrien Kiernan passed the Chair to Alannah Anderson in
order to speak to the motion with regard to the
Secretary s position. The job description was changed
from the previous one in order to reflect more .
accurately the work that is required in the office.
The position is also to be removed from the Bargaining
Unit in order to eliminate conflict of interest.

Motion:
® 7t is moved that the job description of
the Secretary for the Union office be

approved as appended.”

Moved by the Executive and saeconded by
Ruth Shaffron.

Rosemary Paget moved that we chan
ge one part of
_of the job description to read 'Shorthand a preferred

qualification'. The motion was carried.

. Nominations for Recording Secretary = there were none
off
Nominations for the Communications BahoRa

Committee - there were none

offered

énn Huzchtion volunteered to describe the
ommunications Committee, she mentioned cthe three

were still involved: Rona Boverman, Seonid e
Christopherson, Avron Hoffman.

The deadline for submissions for the next Newsle
tter
is May 15th and the next meeting is going May 21st.

. Contract Committee Report - Diana Ellls will s
peak to the
c:nzract Proposals (appended) and she has been Acting
Chair while Adrien Kernan has been on holliday.

azan 2agar moved that we should strike a sub-committee
» research and
nffron...carrieE?VLaw pay scales, seconded by Ruth

pminations for sub-committes - Ann Hutchison declined
- Michelle McEnrose

memb :

ndﬂltﬂzagugstlon why we were qolnq for a two year contract

lafes replied that this was what the membership had
pursuant to a survey.

sSuppo
_¢hat it will not help the economy OL

r passed a motion that the

6. Other Business - Suzan 2aga
saconded by

pallot for joining CUPE be destroyed ,
Jeannetcte Voqal...Carried.

Suzan 2Zagar moved that the we request the University
to glve back our two hour meeting allotment as this
meeting has concluded by 1:130, Seconded by F. Halama

.esCarried.

The final ten minutes of the meeting were handed to Joce to
speak about the affects of Bill 19 & 20.

Joe stated that this was a new type of labour
relations. It was golng to be like having a ' Super
Board ' with Czar-like powers to be able to intercede
between the Union and the Employer. These types of
er are normally left to elected members of the
Legislature but this Board consists of appointed

members.

Another concern was allowing strikes to contlnue for

28 days. He felt that this would creats more strikes
think that a strike could only

because employers would
continue for 28 days an

And also some unions cou
only last for 28 days and we can afford it.’

And in this way mozre strikes would occur.

Another damaging affect of these Bills would be that
memberships would be required to vote on every offer.
during negotiations. 'Final Offers are not always
f£inal offers but oftentimes a strategic ploy.

d that they could save money.
1d think that ' well ic will

These Bills could also mean that we could loose our
Successor Status. This does not affect University
employees but it does affect Trade Unions, in that

a company which has unionized employees same company
could set up a separate company and hire non-union
employees. Then they could each bid for any job. The
result of this could be that the non-union companies
with the same owners would get all of the work and the
profits would go to the owners that way. But the union
employees would become unemployed.

cUPE will be asking all members to vote on whether we

rt this legislation. We have to tell the Premlier
labour relations

Premier has gaid that the majority

him so those who are in favour of Bills

A package of

oming out which will help people make

{11 be arriving to talk on this

{ssue next week.There is a program of action being developed
the B.C. Federation of Labour in cooperation with all

affiliates.

suzan Zagar moved that the Contract Committee be directed toO
e and Committee

review special consideration for the Executiv
members to have extra cime off to compensate for thelir
volunteer work.

concern of how this would work,

Adrien raised the
would it be pro-rated, what would happen if an

Executive member did not serve for a full year?
How would we determine what amount of tims would
.tc' L

be going to which committee member etc.

were real problems

Joe added that he felt that there
ttee review it before

and asked that the Contract Commi
it goes to the membership.

A. Anderson explained that Executive and Committee

members occasionally put in really long hours 2
since the University is paid to do their share of
work on their side we have the conflict of maintaining

our jobs and doing this in our spare time.
This motion was defeated.

Finally, Diana Ellis is circulating a petition that

Bills 19 & 20 be withdrawn by the Government.
she asked that we get signatures and then return them
to the Union Office as amunition for our campalgn

against Bills 19 & 20.

The meeting was ajourned at 1:30.
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Canadian
University
Employees
2170 Western Parkway, U.B.C., Vancouver, B.C. V6T 1V6 224-2308

NOT I CE OF MO 11 0M

We are bringing this job description to you for approval as the Union Office
Secretary's Job Decription has been changed.

" THAT THE JOB DESCRIPTION OF SECRETARY FOR THE
* THE UNION OFFICE BE APPROVED AS APPENDED."

The rationale for excluding the position from the bargaining unit is that

~ there is a conflict of interest in having the secretary be a member of the

¥/ bargainingithat is also her employer. In other Union Offices the support
—staff are members of OTEU Local 14.

U

With respect to the job duties, the Executive strongly feel that the

job description must accurately reflect the work that needs to be done
in the Union Office. The Executive regrets that there has not been more
notice, but there has been no earlier opportunity. The position is
currently being filled from the Temporary Pool.

Te bacuhioe

APR 16 1987



SECRETARY

CANADIAN UNIVERSITY EMPLOYEES OFFICE

SALARY: $1802.00 - $1929.00 per month

LEVEL DEFINITION

Responsible for a combination of moderately complex secre-
tarial, routine clerical and administrative duties where en-
cumbent is assigned specific areas of responsibility

within the Union office.

TYPICAL DUTIES

1. Acts as a secretary to the Union Representative and Exec-
utive Committee through the President by screening all in-
coming calls and opening and directing mail, making appoint-
ments, arranging meetings, compiling items required for
meetings, typing, copying and distributing minutes and mak-
ing travel arrangements, referring matters for reply or ad-
ditional information to the attention of the Union Represen-
tative and President.

2. Responsible for operation and maintenance of the in-
tegrity of the computer system. Maintains membership
database with attention to accuracy; develops and maintains
spreadsheets as required; maintains regular backups of sys-
tem data; utilizes word processing functions for correspon-
dence and special applications.

3. Organizes and maintains files, reading materials, Union
records and/or other records relevant to activities of the
Union. P'

4. Maintains office suplies, ensures equipment maintenance,
and contracts for office services, also responsible for
petty cash.

5. Composes correspondence and reports, etc. containing au-
thoritative information as required from transcribing equip-
ment or rough draft.

6. Maintains volunteer lists and is responsible for the con-
tacting of volunteers and for their supervision.

7. May be required to undertake some bookkeeping tasks.



DECISION MAKING

Under general direction of the supervisor, the nature of the
work requires sequencing of duties, the work methods to be
employed and the action to be taken. Applies knowledge of
procedures, guidelines and regulations and makes decisions
based on guidelines and precedents. New or unusual

problems are referred to the supervisor.

SUPERVISION RECEIVED

Works independently under direction from the Union represen-
tative or the President.

EDUCATION

High school graduation with training in stenographic and
computer systems.

MINIMUM QUALIFICATIONS

A minimum of three years experience in the secretarial
field. Knowledge of Union's structure and labour relations
as asset. Previous participation in a Union preferred.

SKILLS

Familiarity with Microsoft-"The Word" & MS-DOS
60 w.p.m Typing

, /
110 w.p.m. Shorthand Pl

Ability to use transcribing equipment and to operate the
normal range of office equipment.

Proficiency in English grammar, spelling and punctuation.
Ability to compose clear, concise business letters; and to

communicate effectively and tactfully with others in obtain-
ing and providing information.

The individual can expect to become a member of another bar-
gaining unit to avoid any conflicts of interest.

CLOSING DATE FOR ALL APPLICATIONS - MAY 8,

1987




Canadian

University
Employees i :
2170 Western Parkway, U.B.C., Vancouver, B.C. V6T 1V6 224-2308

March 30, 1987

Ms. Libby Nason
Manager, Employee Relations Section
Personnel Services

CAMPUS MAIL

Dear Ms. Nason:

Re: Notice of Two-Hour Memebership Meeting

Please be advised that C.U.E. will be holding a two-hour membership
meeting on Thursday, April 16, 1987 from 12:30 to 2:30.

Yours truly,

JK
CUE



