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ro::PORT FRCM THE OFFICE STAFF 'ID THE EXEX:Ul'IVE 

We rret with the Executive Suh-Camlittee on OVertirre, Etc. arrl gave 
them our cx:mcerns arrl reccmnerrlations regarding roth the organization of 
the Union and the office and our particular positions. However, rrost of the 
rt::CCtmen.lations we made were rot addressed in the first phase of their report 
presented to the Executive. 'l'herefore, we have decided' to make our CMn 
sul:mission to the Executive. 'Ihis report refects considerable th:mght on 
our part and the three of us are in unanircous agreemmt. 

Division of Lal:our 

We feel that our jobs can be divided into either clerical or administrative 
duties. At present, our job description$ inchxle both. It is not humml.y · 
possible· to do both. This maans we are facErl with a ch::>ice. · D:>es the Executive 
want the office staff to be typists and a bookkeeper or administrative resource 
people? 

We all thought we were taking administrative type jobs when we took these 
jobs. We believe this was the intent in creating these positions. In our mi.rxls 
we expected to be doing liason \\Ork between the Executive and various Ccmnittees 
and the enployer and various outside organizations, as well as research and 
resource \\Ork for the Executive. None of the three of us wants to run the Union 
nor do we believe that was ever the intent of the neni:ership •. H~ver, we are 
constantly put in that position by an in:lec.i,sive Executive. 

'Ihe breakdown of responsibility as we see it sh::>uld be as follows: 

'Il1e:Executive 
'Ihe adrniniscration ..:;f 't-1,....a u.u.cn: drafting i)Olicy, de\r"e!Ci=,i..~~ F.:l.:.=.i .:::..-.:: le~~ 

· range goals/objectives for the Union 
Planning of the administrative acoc:nplishnent of those goals; taking an overview 

and longer range approach than the present piecemeal,~isis to crisis, rranent 
to nauex ,t way of operating . 

Acting on reccmnendations from the'merbership, various cx;mnittces and the office 
staff . 

Maintaining ·sorre level of continuity in the Union 

'Ihe Secretary-Treasurer 
~intaining all financial records, paying of bills, financial statem=>..nts, liason 
with the aulitor and other_financially connected duties 

Mninistering financial policy as directed by the E>cecutive and membership and 
being responsible for ensuring financial matters are handled in an appriate, 
oosinesslike fashion (i.e. making sure that no by-laws are violated or rx,licy 
contraventd) 

Acting in a reseach/advisory capacity in any decision regarding the financial matters 
of the Union 

Doing financial tranagarent of the Unions furx:ls, researching aoo recamerx:ling 
financial policy for consideration for the Executive and membership. Ensuring 
all the Union's financial obligations are rret, reccmrerx:1ing such investl'rent 
opp:,rtuni ties as \o.Ould create the best· use of our f\ll'rls and guarantee the rrost 
secure situation for the Union · 

Overseeing equip-rent leases and purchases as is considered necessary for the 
ftmctioning of the Union and its office, inclooing service problems with the 
Union's equiprent (and negotiating service oontracts where necessary) 

h:lministrative \o.Ork for the Ccmnunications Ccmnittee, acting as a liason with 
' the printer, ensuring we get the best service we can afford, policing deadlines 

for the newsletter, etc. 



Sec.-Treas. cont. 

Pesponsible for drawing up agendas ' for EKecutive meetings naking sure that 
information that sooul.d be brought to the Executive's attention is. 

Pesponsible for production of minutes for manbership and Executive ireetings 
Acting as a representative of the · Union lx>th with the enployer and with other 
organizations at~ direction of the Executive 

Han:iling inquiries in the Union office 
W:>rking with the C,rievance CCmni ttee as time penni ts but as a minimum keeping 

abreast of current carplaints being haooled by the ccmnittee 
Keeping infonred on Contract Ccmnittee activity 
Being conversant with Union IX>licy and activity 

'rue.Union Organizer 

Maintainance of the Collective Agreenent incltrling administrative \\Ork with 
regard to processing grievances and arbitrations. Being a resource person 
for Stewards and the Grievance Ccmn:i.ttee. Training of stewards, grievance 
ccmnittee rrembers, Ensuring that. grievances are processed in a consistant 
and correct nanner. Being the liason with the Union's lawyer. Processing 
carplaints to the Lalx>ur Relations Board, Doing research for grievances. 
P-ecc:rmlending changes to the Contract O:rnni.ttee for consideration in necptiations 
so that that conm.i.ttee is aware of the problems that are arising fran the 
current o:::mtract. · 

Maintaining the Union's library including ordering materials that will be of . 
use to the Union . . 

Acting as a representative of the Union ooth·with the enployer and with ot;.her 
orga.""lizations at the direction of the Executive 

Harxiling inquiries in the Union office 
Keeping infonned on Contract camri.ttee activity and being involved in providing 

resource expertise on what are the problems with the current contract 
Being conversant with Union ~licy and acti,vi _ty 

~:Union.Co-Ordinator 

Preparing for negotiations incltrling being a resource person for the Contract 
Ccmnittee doing research and attending negotiations. Doing administrative 
\>.Ork for the Contract .Ccmnittee, incltrling being their liason with the Unicn's 
lawyer and the Lalx>u.r Relations Board. Harxiling ~9'!\.lirie.s from the press with 
regard to negotiations. Issues Contract Bulletins at the direction of the Contr.""ct 
cannittee. Acts as a liason/oontact pers:,n for the Contract Camtl.ttee with 
any goverrurent l:x:>dy or organization deerred necessary. 

A:.t.i.ng as a liason beo,,een the Health & Safety Rep. and other cx::mrnittees relate::1 
to Health & Safety. Incltrling involverrent with health and safet matters soch 
as helping with t'CJJ carplaints, being a Union representative on such JT'atters as 
is deemed nece~sary · 

Acting as the Union's reclassification specialist. Cbtmselling rrerrbers on 
reclassification appeals, appearing as the Union representative when deerred 
necessary. . · · 

'Acting as · a representatiye of tre Union both with the eJll)loyer and with other 
organizations at tlX! direction of tlX! Executive 

Harx:lling• inquiries in the Union office. 
Keeping inforrra:i on Grievance COmnittee matters and offering assistance to the 
grievance Camtl.ttee as tirre pennits 

Being o:::>nversant with Union IX>licy and activity 

' . 

.. 



In a general, the responsibility of the day to day running of the 
Union office soould be shared jointly. We have had no problem in this 

. area and see no reason to change our rrethJds at this point. We make every 
attenpt to keep each other advised of everything that is happening and of 
materials caning into the office and to-make decisions jointly al:out 
reoonmendations to the Executive with regard to the office. 'Iba certain 
extent we feel we soould all cover -for each other in that \-e should all be 
able to handle nost telephone inquiries and be able to keep the office running 
s:> that 'When all three staff are not available things don't grind to a halt. 
We do considerable consultation anongst ourselves in the hopes od-giving the 
rreubership the nost accurate information and dealing with them in the best way 
possible. For nost of our ne1b!rship the three of us via the phone is their rrain 
contact with the Union. We feel that h::,w \-e deal with i;:eople will greatly 
color their inpression of the Union. 

EXCESS OF IDRK OVER OODIF.S 
If the three office positi011s are to be administrative/resource positions, 

this leaves all the w::>rk of a clerical nature. We feel that there is enough 
clerical w::>rk to warrent hiring a secretary for the office. This persorrs 
duties \>.Ould incltrle: · 

Maintaining merrbership files 
+typing cards 
+~tting up of files for new nenbers 
+typing script cards 
+filing 
+sending out fo:rm letters, contracts, etc. to do with new rrerrbers 

Distribution of the newsletter 
Production of Contract Camrl.ttee bulletins, financial state!l'ents, notices 

to merrbers, or any other mailings as directed by the office staff and 
muling of such iterr:ts 

Opening and sorting the mail; prooes:.-J.ng outgoing mail 
Ordering office supplies and maintaining an inventory of supplies 
Filing . . 
Correspondence as assigned by the office staff i.e. notices of 1n=eting to 
ccmni.ttee rrembers, fonn letters, leave of -absence requests, etc. 

Purchasing .coffee supplies and things of a similar nature 
lbom b:::x:>kin,gs for meetings · 
Maintainence of the list of volunteers and prqning then when they are needed 
One oour explanations at Enployee Relations · 
Phone reception - - · · · , d 1'i.er:i,i_j fke }(sf ot O,l.'t~r61Jdel'JGe ~ewe 

'lllese recx:mrendations were presented as our inpression of the best use 
of the present staff and office facilities to accnrplish the things 'Ne are 
.presently trying to do. Right now the three of us are sarehow expectoo to do 
everything with no cut in services to the rrenbership. None of the three of us 
feel we are doing tl"X3 kind of job we \IIOuld like t:p be doing for our rrembers. 
'Ihis leaves us all with the problem of row to fund a fourth staff rrember. 

Jo--1 'IO MXDMPLISH '!HE RESTROCTURI1'Ki OF THE OFFICE 
. . 

We recarrrended that too Executive initiate steps to change the dues 
structure of the Union. We all feel that 1% dues \'~uld be the nost pr actical 
solution. '.!he Executive \-.UW.d never have to go hat in ham to the rrantership 
to raise the dues. Dues w:,uld autaratically rise (or fall) as the Union 
ne9Jtiated salaries rose (or fell. •• )'. It seems fairer that trose on the l:x:>ttan 
of the pay scale \t.Ould pay less than trose at the top. 
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Df.E)IATE (X)N:ERNS 

Until sare long tenn plans can be nade we are left with the dilernna of the 
present \\Orking corxlitions of the office and the irrpossibility of aCC011plishing 
all that is supposed to be done. can we eliminate saoo of· the things we are 
trying to do? What does the Executive expect in terms of overtime? We 
desperately need a policy so that we know where we stand. In .l\pril when we first 
cane to the Executive no solution was offered and as the year progressed, we 
lost Bice and things carpourrled especially as negotiations have oontinued for 
so long. 

We unanim::>usly believe that it is not appropriate for the Execut.lve 
to avoid the issue as they have for the . last six rronths. We do not. want to 
have to sit through any nore meetings _where we are told: 

1. "You knew the corxlitions when you took the job." 
If you extrapolate that s~tement to its logical conclusion why srould ·anyone 
negotiate for better corxlitions ...... W:luld any of you like it if the Union 
refused to address your problems with the University because "you all knew 
the ex>rx:litions when you took the jobs and if you don't like it leave" 
We doubt it. Further to that oo one krXMs for sure what the corxlitions 

· are in any job until they are actually in it. None of us expected the 
Executive to treat us as if we are adversaries •. We thought we were all 
_\\1brking on the sane side. 

2. "I volunteer my tiire and you sh:>uld be prepared to do so too." 
l•rat we seem to have failed to ex>nvey to the Executive is that we ~e 
contriruting our share of time. It also seems clear to us that we Mve no 
croice and the rest of you can care and go as you please, leaving us to 
sarehow keep the sh::M on the road and keep up a good front to the University. 

~'1 1 w:>UID YOO 00 IF YOU WERE IN OUR ~ITICN? 

Final considerations 

We asked the Sub-0::mnittee to look into and nake recx::fTTl'l('..rrlations regarding . 
our job descriptions and pay scale. We all feel that the job descriptions 
contain nore than three people can harrlle. We do not want to have to \\Ork 
overt.irre. We do want to be paid a fair wage for what we are doing. 

We asked the Sub-0::mnittee to give sane consideration and nake recc:mren:iations 
on car usage for the office staff. : tb.11.d it be feasible to pay us mileage? 
What are the tenns of car insurance? What happens if we are in an accident while 
using our cars for union business? · · 

We asked i:hqt we switch accounting systems. Either to the One Write Systan 
or ex>ntracting it out to the atxlitor. 



'!here is also the question of the future of the Provincial and our 
financial ccmnittment to them. This might be another avenue for freeing 
up nore rroney. 

We ~re asking the Executive to make sane long tenn planning with 
regard to the whole organization and in particular the organization of the 
office. · 

WJIPMrNI' REXXM-1ENDATICNS 

'lbere seems to be no doubt in anya1e's mind that a "-Ord processor 
could be put to great use in the office. reoonmerrled that this possiblity 
be investigated and that several things be coosidered: 

+catp::,.tabili ty with technology presently in use on carrpus 
+cost~ •••• again the $4200/non. presently going to the Provincial or the dues 

increase/rest.ructing or a lease arrangement or setting aside sorre 
rroney out of next years blxlget · 

·. +if a ·"'°rd processor was in use in the office \\e might find that a part time 
secretary "-Ould be sufficent · 

+\t.1e oould eliminate the script:cinatic (oosts roughly $150/rronth) 
+\t.1e oould make an arrangement with tj1e TAU s.unilar to our present arrangemmt 

withthe xerox machine · · 
"PO:ttpatability with a conputer system •••• \\e hope that when the University 

gets their personnel files on a:xrp..1ter that \\e will be able to tie in 
and \\e also see that a oorrputer system for data storage "-Ould be of use 

Consideration should be given in any long range plans to the purchase 
of a ccrrputer system for the office. irb:!:possibilities for data storage and 
retreival are unlimited. This "-Ould be· of eno:rnous help to grievance and 
cootract "-Ork as well as such things as mailing lists, accounting, etc. 
We realize that sorre of these functions oould be"done on a \<.Ord processor and 
that is why it seared the nost ~a _te _ pi~ of equiµrent to oonsider J',.,(tial~, 

If these pieces 0£ equiprent are oot going to be planned for,~ 
I.eCX.tmerled ·that the Executive auth:>rize switching to the One Write System 
of accounting. Patricia has done quite a bit of research into this. It 
"-Ould reduce the accO\.mting tirre a great deal arrl she has been unable to 
find anyone wh::> has any criticisms · ·of the system, inclooing our accountants. 
'Ihe initial start-up cost is $188 and from then on it "-Ould only be the cost 
of the stationery. 

, , 



~UBC mtc,!!! association of university and college employees 

1. 

2. 

3. 

4. 

EXECUTIVE MEETING 
AGENDA 

February 23, 1984 

Adoption of the agenda 

Adoption of the minutes 

Business arising from the minutes 

Secretary Treasurer's report including the ever popular questions: 
+can we buy a couch? 
+can we have a dues increase? 
+can we have a computer? 
+donation to VCLAS? 

also a report on the state of the office 
(it is better!) 

5. Union Organizer's report/Grievance Committee 
+Religion and the LRB 
+As Copy & Duplicating Turns (the next installment of the ever unravelling 

saga) 

6. Union Co-Ordinator's report 
___,, +Will we ever get to arbitration on reclass? 

7. Contract Committee report 

8. Health & Safety Rep. Report 

9. By-Law Updating and Revising 

10. Planning the agenda for the February 23 membership meeting 

11. Next Executive meeting 

12. Other business 

#202-6383 Memorial Road, University of British Columbia, Vancouver, B.C. VGT 1 WS 
Telephone: 224-2308 


	RBSC_ARC_1021_012_005_019_001
	RBSC_ARC_1021_012_005_019_002
	RBSC_ARC_1021_012_005_019_003
	RBSC_ARC_1021_012_005_019_004
	RBSC_ARC_1021_012_005_019_005
	RBSC_ARC_1021_012_005_019_006

