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Association of University and College Employees

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 standard 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 submitted to the Union's
Job Evaluation Committee for consideration. Your suggestions for
additions, deletions, 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,
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( {3¢r Yy Marcel Dionne\,
President
AUSEIES Sl ecails .

2162 Western Parkway, Vancouver, B.C. Telephone (604) 224-5613



JOB TITLE: JUNIOR WORD PROCESSOR
SUGGESTED PAY GRADE: 11

JOB DESCRIPTION:

Entrhy Level in wond processing. Employees in this classiflcation
are being thained unden close supervision in the operation of word
processing equipment, Performs routine assiguments from relatively
clearn dragts and/on visual documents.

TYPICAL JOB DUTIES '
I. Trains on equipment of a complex nature.
2. Penforms such noutine duties as copy thanschiptions.

3. Assembles matentials and proofreads for Zypoghaphical and
ghammatical enonrs.

4,  Pernforms oﬁﬁiae duties nelated to hequiriements and qualigications
0f the Job CLassification,

MINIMUM QUALIFICATIONS

High school graduation plus business thatfining, mintmum Lyping of
50 w.p.m., good knowledge of English grammar, spelling, and punctuation.
The wond processon thainee shall be confirumed as a wn&d processon agtern
one year senvice with the univernsity.



JOB TITLE: WORD PROCESSOR
SUGGESTED PAY GRADE: 111
JOB DESCRIPTION:

Undetr general supervision, pesrforms moderately complex duties
An accorndance with deparitmental policies and procedwres, Responsible
forn the Location, selection, and preparation of duties in acconrdance
with established wonk procedures. May be nequined to exercise inde-
pendent judgement in the day-to-day planning of wonk.

TYPICAL JOB DUTIES
I.  Operates wornd processing equipment of a complex natuwre.
2.  Produces thanscriptions from machine dictation.

3. Thanseribes information into machine-nreadable form from rough
drnagts, and/orn hand-wiitten submissions.

4.  Responsible forn editing of materials and manuscripts of an
advanced nature.

5. Responsible fon the quality and accuracy of work produced.
6. Assists An thadining of wond processon trhainees as nequined,

7.  Performs duties nelated fo the qualifications and requinements
of the position.

MINIMUM QUALIFICATIONS

High school ghaduation plus business trnaining, Fomwmal thaining
in word processing operation and/on one yearn Univernsity expesrience
with word processing equipment. Good wonking knowledge of English
ghammare, spelling, and punctuation. AbLLity Lo Zype 60 w.jp.m.



JOB TITLE: SENIOR WORD PROCESSOR
SUGGESTED PAY GRADE: 1v

JOB DESCRIPTION:

Under genenal dinection, 44 hesponsible forn operations of the
wond processing department. Co-orndinates and schedules wornk for
optinun utilization of equipment. Requines independent judgement
An assessing and assigning woik prionities. Requites Lhorough,
detailed knowledge of wornd processing equipment. Generally hespons-
ible fon trhaining and staff supervision in the wond processing
centre.

TYPICAL JOB DUTIES

I.  Openates wornd processing equipment of a complex natwre.

2. Co-ondinates and schedufes work for maximum wtilization of
wond processing equipment and operaton(s).

3. Acts as Liaison and/on advisorn in areas of procedwries and
utibization of equipment.

4. 1s expected fto ed&t materials and manuécﬂ&pib of above
' average diggLlculty.

5. Responsible fon production neponts and day-to-day work §Rouws
- forn wond processons.

6. Collects and prepares materials from a varniety of sowrces, and
aanges and assembles forn appropiiate action,

7. Expected fto compose non-routine correspondence.

§.  Responsible fon thaining of new employees in procedures and
equipment operation.

9.  Pernforms duties nelated to nesponsibilities and quaﬂ&ﬁacat&oné
04 the position.
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MINIMUM QUALIFICATIONS

. High school graduation plus business trhaining. Fommal thaining
in wornd processing operation and/on fouwr years Univernsity experience
in wond processing. Good organizational abilfities. Excellent wonking
knowledge of English grammar, spelling, and punctuation. AbLLity
fo type 65 -70 wornds per minute.



