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A.§~@<eilaftilco,ITTJ @ff lUrmflw(Err§My airmcdl C@~~(E;g(f !Emp~oyees 
LOCAL No. 1 (U.B.C.) 

August 16, 1979 

Dear A.U.C.E. Member: 

A.U. C. E. Local One and the University shall, in the near future, 
be discussing stand ard job descriptions for persons whose work day 
involves in part or in whole use of word processing equipment. Attached 
are copies of Job Descriptions which shall be submi~ted to the Union's 
Job Evaluation Committ ee for consideration. Your suggestions for 
additions , deletio ns, and/or adjustments in the wording of these job 
descriptions will be invaluable to the committee in its work of compos -
ing final drafts to be presented to the University for approval. 

Your suggestions should be received in writing by the Union Office 
before August 28, 1979. 

Thank you. 

Yours truly, 

/il~ ~ 
( pu ;-~:;eel Dion:t..-v-

President 
A.U.C.E. Local 1 

• 

2162 Western Parkway, Vancouver, B.C. Telephone (604) 224-5613 
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JOB TITLE: JUNIOR WORD PROCESSOR 

SUGGESTED PAY GRADE: 11 

JOB DESCRIPTION: 

.·· ,. 
' . : 
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En:tAy level. in wo!Ld p!Loc.e.1>£ing. Employeu in tw c,.lai).6i6ic.a:li,on 
aJte being ,tJz,a,ined undetr.. do.6·e -6upetr..vl6ion in the. opeJLat):on 06 wand 
p!LOC.e.J.>,6,i,ng equipment. PetLoOILmS fLOu.;l-Lne ai>'J.jignments n!Lom tLela:tive£y 
de.all. d!La6,tJ..) and/ otr.. v-i/2ual doc.umenu. 

TYPICAL JOB DUTIES 
7. Ttu:UYl/2 on equipment · 06 a c.omplex natutLe. 

2. Petr..6oJzJnt> .6ueh tLou.;l-Lne duilu cu c.opy t/Lan-6C,/L,L~tions. 

3. A,6.6 emblu mate!Liw · and p!Loo 6tLead-6 {jo!L :typogll.aphic.al and 
gtr..ammatic.al efL!LoM. 

4. PetL6oJzJnt> o66ic.e duuu · tLela.,ted to nequi!Lemenu and qua.Udic.ation-6 
06 the Job ClM-oi-6ic.auo·n. 

MINIMUM QUALIFICATIONS 
High ,6 c.ho o l g Mduatio n plu-:S b U6 ine.J.>·.6 .:tlLa,in-lng , mlnhnum typing o 6 

50 w. p. m., good knowledge 06 English gtLammaJi, I.Spelling, and punc.tu.ation. 
The wo!Ld ptr..oc.UJ.>otr.. buu.'nee .ohall be c.on6,Dr,me.d as· a wand ptioc.e,8SOIL a6tetr.. 
one yeaJL '-> etr..vic.e wdli the univeMiltj. 
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JOB TITLE: WORD PROCESSOR 

SUGGESTED PAY GRADE: III 

JOB DESCRIPTION: 
UndeJL ge.neJLal. 1.>upeJLv~,lon, pe.JL6oJLJn6 mode.JLa;te.fy c.omple.x du:ti_u 

in ac.c.ofldanc.e. with de.pcvitme.ntal. pouuu and pfloc.e.dUflU. Rupon1.>ible. 
6ofl .the R..oc.at-lon, 1.>ele.c.tion, and plLepanation 06 du:li.,e.f.>-in ac.c.ofldanc.e. 
wilh u.tabwhed wo!Lk. pfl_oc.e.duJLu. May be. ILe.qU,{,f[_e_d .to exeJLwe. ,lnde.-
pende.n.t judge.me.nt in .the. day-.to-day planning o0 wonk.. 

TYPICAL JOB DUTIES 

1. Ope.JLa;tu woJt..d p1t..oc.u1.>ing e.qr.upme.n.t o-6 a c.omple.x nMUILe.. 

2. PILodu_c.u ;t}uinJ.>e.!t..,tpUOn-6 f/iom mac.h,lne. cuc;ta:uon. 

3. T!LanJ.>e.!t..,tbU in601Lmat-lon in.to mac.h,lne-fl_e_adable. oo!Un nfl_Om flough 
dflaot/2, and/ Oft.. hand-W~e.n 1.>ubml61.>ionS. 

4. RupoMible 6olL ecutin.g 06 mcdeJLial.-6 and manMe.!t..,tpt/2 06 an 
advanc.ed na.tuJte.. 

5. Rupon1.>ible. /)olL .the. qu.a-lU.y and ac.c.uJLac.y 06 woJt..k p!Loduc.ed. 

6. MJ.>~u- in .tluun,lng o 6 OJoJt..d p1Loc.u1.> OJ[ .t!La,lne.e.-6- a-6' Jt..e.quilte.d 

7. PeJLooJLJn.6· du:ti.,u- Jt..e.ia.te.d .to .the qual.16ic.atioM and ll.e.quilteme.n,tf) 
0 /J .the. poJ.;,[;t[on. 

MINIMUM QUALIFICATIONS 
High '-> c.hool gJt..aduaUon piM bMinU-6 .tfla,lning PoJUnal. .tJt..a,lnln.g 

in wo!Ld p!t..oc.u~ing opeJLauon and/oft.. one. yeM Unive.Ji6Uy e.xpe.JL,[~nc.e. 
wlih wo!Ld p1Loc.u1.>ing e.qr.upme.n.t. Good wonUn.g ~n.owle.dge. 06 Engf.J,sh 
glLa.mmaJt.., 1.>pe.LlLng, and pu.nctuat-lon. A6ilily · .to .type. 60 Wda. m. 
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JOB TITl£: SENIOR WORD PROCESSOR 

SUGGESTETI PAY GRADE: 1v 

JOB DESCRIPTION: 
UndeJt ge.nvw.i clUte.c.t),on, i/2 ILUpo~ible. 6olL ope;w;t,i_ono 06 .:the. 

wo!Ld p!Loc.u1.>ing de.pcvitme.n;t. Co-ol'Ld.lncite/2 and .6c.he.dulv., Wolz.fl 601t 
optimum uuUza:Uon 06 e.quiprne.n.t. Re.qulJie/4 inde.pe.nde.n;t judge.me.n:t 
in Ml.> Ul.)ing and MJ.>igning wo!Lk ptuofU:tle.s . Re.quiJLe.l.)· tholl.ough, 
de;ta.ile.d knowle.dg e. o 6 wo,Ld p!Loc.UJ.>ing e.q uipme.nt. G'e.neJtai.£lj !Le.I.> po~ -
ible. /)011.. :ttLcuning and J.>.ta6 6 1.>upe.1Lvil.>ion in .the. Woll.d p!Loc.e.1.>J.>ing 
c.e.n;t!Le.. 

TYPICAL JOB DITTIES 
1. OpeJta;tu woll.d pll.oc.U-6ing e.quipme.n;t 06 a c.omple.x nCltuJLe.. 

2. Co-o!Ld.lncitv., and 1.Sc.he.dule.1>· wo11..k. 6ol'L maximum uuUzcition 06 
wo11..d p!Loc.u·,6ing e.quipme.n;t and ope.Jta;toJz.(1.>J. 

3. Aw cu uail.>on and/ofL adv,l,601t in Me.cu 06 p!Loc.e.duJLu and 
uulizaUon o,6 e.quipme.n.t. 

4. I-6 e.xpe.c.;te.d .to e.cU.t maxe.!Lial,6 and manU/2 cJupt-6 o 6 above. 
aveJtage. d.l66ic.ulty. 

5. Re.-6po~ible. nofL p!Loduc:tion ILe.po!LU and day-to-datj ' WOILR. 6low-6 
· -/JOIL WOILd p!LOC.e.-61.> OM. 

6. CoUe.w and p1Le.pa1tu· maxe.JUO.lJ.s 61Lo.m a va.Ju.,e.t'f 06 BouJtc..e1i-, and 
alLILangu· and MSe.mble.-6. ,601t applLopJtia,te. action. 

7. Expe.c.;te.d to c.ompose. non~ILou;ti__ne. c.01z.Jz.u·ponde.nc.e.. 

8. Rupo~ible. ,6olL bLaini·ng 06 ne.w e.mploye.u in plLoc..e.dUILU and 
e.quipme.nt ope;w;t,i_on. 

9. PeJtoO!Un6 dutie.-6 ILe.iaxe.d to ltMpO~ 'ibiU.tie.1> and qu..a,,Ufy[c.ation/2 
o 6 .the. pol.> Lu.an. 

" 
MINIMUM QUALIFICATIONS 

_ High 1.>c.hool gMduailon plU/2 bU/2inU-6 :tfLcuning. Fo!Lmal tJLaining 
in wo1td plLo~UJ.>ing ope;w;t,i_on and/ofL 0oUfl ye.a/z.l.> UniveJUiUy e.xpe.!Lie.nc..e. 
in wo!Ld p!Loc.Ul.)ing. Good o!Lganiza.tionai abiU.tiu·. Exc.e.Ue.n;t wofLking 
knowledge. 06 Engwh gMmmM, 1.>pe.lllng, and pu.nc.;tua,tlon. A6,,iV;;ty 
to type. 65 - 70 WOILd6 pVt minU-te.. 
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