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PERSONNEL SERVICES 

December 3l t 1986 

Ms. Kitty Byrne 
President 
C.U.E. 
Campus Mail 

Dear Ms. Byrne: 

THE UNIVERSITY OF BRITISH COLUMBIA 
# 100 - 6253 N.W. MARINE DRIVE 

VANCOUVER, B.C. V6T 2A7 

Please find enclosed position descriptions being transferred to C.U.E. 
in the new Development Office effective January 1, 1987. Also please find 
position descriptions for positions in the Oral Biology Department and 
Oral Medica l and Surg i cal Sciences Department in the Faculty of Dentistry . 
Descriptions for positions in the Clinical Dental Sciences Department 
of the Faculty of Dentistry are continuing to be written . We will forward 
copies as soon as we receive them. 

Sincerely, 

' 

--,?ov,Li Nason t Manager 
f Employee Relations 

LN/mjl 
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.J O 8 D E S C R I P I O N 

TIT!..E: SUPERVISOR, OONAT! ON2 PROCESSING (Cleek 3) 
DEPAR7MENT: ALOMN! AND DEVELOPMENT INFORMATI ON SYSTEMS 
REPOR~:NG RE~AT!ONSHIPS 

REPORTS TO: ASS!S:ANT MANAGER, ALGMNI AND DEVELOPMENT 
I NFORMA7I ON SYS~EM S 

SUPERVISES : DONATION S PROCESS :N G CLERKS 
CASC AL EE L? FOR OCNA7 !0N S PROCE SSING 

• 

A supervisory pos i tion, t~e purpose of this job is the cooc-
dination and processing of al l do n a tio n!:: received by the Al _urnn!. 
Associat i on and the Development Of:ice, consistent wit~ all audit . .. req1.11.remen ... s . 

As is e ~ pected of all other positions i n t~e Alumni and 
Development Information Systems department, the incumbent shall 
be expected to actively p a rticipate i~ Alumni Association ac-
tivities such as Phonathons, and shall be expected to attend the 
Assoc i ation Annual Genecal Meeting. 

All r e sponsibilities a n c dut i es a s s i gned t o th~s positio n , 
now and in the future, shall be carried out in a timely and effi -
cient manner. 

REY RESPONSIBILITY AREA #1 : DONATIONS MAIL 
- Receive and open all donations mail 

Visual scan of all donations for correct information 
i.e. Post-dated cheques; signatures; etc. 

Check donations -cards for address changes; liaise with the 
Supervisor, Records Processing for processing of all 
address changes 
Separate donations into Alumni or Development 
Process each donation by assigning account numbers, fund 
numbers, ~nd/or campaign numbers, as appropriate 
Tally all donations 

- Prepare bank deposit 
- Enter donations into the computer 

Balance entered donations with the bank deposit; make any 
necessary corcections 
Send ba~k deposit to Fina nc ia l Services 



(' 
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KEY RES?ONS:B!L!TY AREA #2: DONOR ACKNOWLEDGMENT 
- ~ecsive tax rece i pts from the Computing Centre for a:l 

donations processed sinca the ldst recei9t run 
- Arrange f6r electronic transfer of Names & Addresses (an~ 

a:l other information needed to prepare donor acknowledg-
ments) o~ all don o ~s for whom receipts have been received, 
to a PC (m:croccmputer) in t h e Informatic~ Systens depa~~-
.r.ent 
ns~ --g +-l---e ffi ' r,....,..,c, ... mpu+eY' QY'Qoa,...e a 1 n=.,..O<:""-al"y "'!'i.1A' 1'K vo r10 
-.J J.. 4 J. "- .. " ... - ._ '-.J '-J .. ·- '- , ...... · - .. , ..... - - • • r:; - - - ... ... .. • .. \I" .-

letter~ in accordance wit~ the es ·tablished DONOR ACKNOW-
L2DGMENT PROC2DURE 

KEY R~SPCNSIBILITY AREA #3: DONOR COMMUNICATION 
- Respond to inquiries from donors concerning their donation 
- In the absence of t~e ~ssistant Manager, l~aise with the 

various university departments regarding particular 
donations and accounts 

KEY RESPONSIBILITY AREA #4: MISCELLANEOUS 
- Bring to the attention of the Assistant Manager problems 

O"""C,..,_,,.,...+o..--p.-:1 w~t-l-, :0"',....,....ec--c-;""'CT --Fnr anV 'Oa,...+i,-.ula,.... camoa~g...., 
. _ •:. ;._J ·~ •" "'- L ·- --' - ,._ • • - I.. ' .J · - _. ..._ "., ':J ---' lo. • ._ - - - '- -,.. ._ " ' - - '• , 

new dcn a ti~n type, the structure and up d ating of the d ata -
base, or any other problems or anomalous conditions 

- Occasional duties as a relief switchboard operator 

EXTERNAL RELATIONSHIPS 
Required to interact with donors, and with -members of the 
university community 

INTERNAL RELATIONSHIPS 
Required to interact with all Staff in the Information 
Systems department, as well as with all other Management and 
Staff in the Alumni Association 



QUA '" r~-rcA"'""ONC i. J ... .!. .L .:. [ ...., 

- ~ , "Thc-c~oo 1 .. ... g .. . . ..... • + . . .... . h . + ' graaua1...1on w1~n emp a~is on accoun-1ng 
and of-:::.ce s~ills, or equ:valent practical experience 

( 5 ) months experience in the use of computer I- • • 1...ecm.1na..!..s 
fo :-: d.::it:.a entry 
t.~ t ..,_ +- > t I d t r d - • ' . •, t . - L"! a :.l l'.' e d r_ - ... _ U 8 _ 0 W a .. :::.. J O O C-:> ffi p _ 8 l On 
Stro~g inter - personal ski:ls 

Jar.u3ry 1 ... , 1987 • 
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JOB DESCRIPTION 

Oo ,.1A'!'TQNS ORQC'!:.',....,.... ... ,. ..... ('!' l"'.'-::;)V ( ("'I, ,...1, ,, ) ~'I, -.l l _.:).,j _!a L\11...::J' _._.,£!,.'-;'\, ,_.;.e._r, • .._ 

DEPART~ENT: ALUMNI AND DEVELOPME~T INFORMAT!ON SYSTEMS 
REPORTS TO: ASS I STAN7 MANAGER, ALUMNI AND DEVELOPMENT 

INFORMATION SYSTEMS 

PURPOSE OF POSI~ION 
A C l e..- {ca ~ ooc:" ; ~ , ~n 

- J,,.-, - .. ~-'- ..... .....,,., 

the 
database. 

th i s 
f i!;.anc i. a: .i.n :: o rma t i iJn 

job 
or. t he 

to ac-
donor 

• 
A<:! i.s e"-·o.=.c·e~ oc a-:, ""'Cc:".; .. - --ns - - ....... - - .L - ;. :::> -a ... I,_.. u in the Alu~ni and Develop-

ment Information Syste~s · department, + · . b t h .. , b ~ne 1ncurn en s4al. e ex-
pected to actively partici?ate in Alumni Accociation activities 
sue~ as Phonathons, and shall be expected to attend the Associa-
tion Annual General Meeting. 

Assist in opening and sorting all donations mail; prepare an 
adding machine tape of all donations received; ensure all dona-
tions have a pledge cacd; separate donations into batches by Fund 
number, and code onto tape; separate donations accordingly and 
prepare a tape fa~ each batch; mak e up ban ~ depos i t(s } , 
donations and tape; mail to Financ~al Services. 

KEY RESPONSIBILITY AREA *2: DATA ENTRY 
Process all donations received, ensuring correct donor num-

bers is on pledge card; enter donations into computec; balance 
computer total with tape and batch slip, making corrections as 
necessary. 

KEY RESPONSIBILITY AREA #3: DEVELOPMENT OFFICE RECEIPTS 
Separate receipts received from the Development Office and 

mail white copy with a "Thank-you" card; make an adding machine 
tape of all receipts received; ensure that receipts have ap-
propriate donor number; batch receipts; enter into computer; 
balance computer total to tape and batch slip, making corrections 
as necessary; ensure "Thank-you" lette~s are generated for ap-
propriate receipts. 
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KEY RESPONSIBILITY AREA #4: MAINTENANCE OF DATABASE 
Assist in maintaining accuracy of database by updating donor 

records as necessary. 

KEY RESPONSIBILITY AREA ~S: MISCE~LANEOUS 
Assist in t~acing lost or unknown a.:.u:nn:. using compute?:', 

telephone, and any othe~ materials available in the Records Of-
fice. 

'!'he !ncum:Jent may, also, be ~equired to week as a rel:.ef 
l,., • •• • • • • -r ~- t +- ' ~e~epnone sw1~cnco~rc operator .=om ~1me o ~ime. 

EXTERNAL RELA~IONSEIPS: None • 

IN7ER~AL RELATIONSHIPS: Relates to other staff wit~in depart~ent. 

QUALIFICATIONS 
Highschool graduation, 

business practices; typing 
or better, with some emphasis en 
sk~lls, prefe~ably using a comp~te~ 

terminal; mature work attitude. 

EFFEC7IVE DA7E: January 1, 1987 
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J09 8ECSCI?'!':ON 

RECOR~S ?~ OC~SSI~G (Clerk 2 ) 
DEPAR!~ENT: ALUMNI AND DEVELOPMENT INFORMATI ON SYST~MS 
REPORTS TO: ASS:S~ANT MA~AG2R, ALUM~: ANO DEVE:OPMEN7 

: NFOR~ATI ONS SYST~MS 

PORPOS2 OF POS:~ION 
A ,,.. l e r .~ =- .... ,... C" 1· t ; 0 r1 ._ ..... -- '---t.:.t-- i::' "..J...a --'- .i..£., of job 

• 
ac-

.J. , j ... ' ._., ... ' , • c~ra .... eiy ma1n~a1n ~ne caner ana a~u~n1 de~ograph i c ~nfarmatian of 
t!-le database. 

is e ·.,ooc+erl o.P a' 1 ...... QC"~""'.; ,-.'l"'\C'" 
.i.'. - ·- - """ - - - :::' - ·- .. ......, 4 ._. 

rnent r~cor~a+ ~on d u ~~r+men~ +._ .. ~.P iM~Um'D ; ent ~~~ 1 J.' be • - • - ._ ... ..... 4 ,_, • _. ._ "" -.> , •• i:' ... - I..• ._ , - ..;. i • - •• < _, • • .._. _.. 

pectec to actively pact i cipate in the Alumn: Association 
tivities sue~ as Phonathons, and shall be expected to attend 
Association Annual General Meeting. 

KEY RE?SONSIB I LITY AR~A *l ~AINTENENC~ OF THE DATABASE 
:..:.tone:.:· ,3 l Urr!!:. 2.. 

ac-
the 

changes rei=eived; process anc mainta:n new graduates added to t~e 
file; process char.ges and additions regarding special lis~s; en-
sure errors noted on Donor System audit report are corrected; 
process name changes as required, by comparison with Registrar's 
file. 

KEY RESPONSIBILITY AREA #2: TRACING 
Maintain tracing information on alumni and 

database; trace lost or unknown alumni using computer, 
and other material available. 

donors in 
telephone 



MISCE!:...:WANSOUS 
Ensure f:ling ts completed on a timely b~~is; p r O C 8 S s S .3 r:: X 

of returned mai:; 
peak per-iods. 

donations 

n . p . ~eco~cs ~ocess:ng, 
o - •) b 1 '-=' "' C"' r P - - .,.. ri n rr r '-. ,.::, C"' .... ,_. • .. ,... u - r.: - n r- · , ,.., ,.; - ... ""' ... o : i" ;.., e ,..., -:'I t a h c:- e + O _ L '- ..i.. - ~ .~ l ....:. ,._ -- l.:, c.:t '- • ...., _ -:,j _ • • _ ..:.:. 1._ "- '- ._ • _ .:::! c.:J. • - ;_ !:'" t.-4 c..:a. '- - ,; .1. ½:, - - .... ... .._. t,;.., 1.J Cl - ~-

the Manager, A_1 umni an~ Dev 0 1 0 c me"~ !nfcr~ation Systems. ......... ·--....1_, ··-

The incu:nbe!1t to wor-k as a re~ief 
• 

2XTSRNAL RE:ATIONSH!PS! Required to interact with Alumni. 

INTERNA: RELA:IONSH:?S: Relate~ to ether staff wit~~n department. 

g:::-aduat.:on, or better-, with some emphasis on 
business pr-act ices; typing skills, preferably using a computer 
terminal; mature work attitude. 

E~FE r:T:vs: DA7E: 1 , 
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JOB DESCRIPTION 

TITLE: SUPERVISOR - RECORDS PROCESSING (Clerk 3) 
DEPARTMENT: ALUMNI AND DEVELOPMENT INFORMATIONS SYSTEMS 
REPORTS TO: ASSISTANT MANAGER, ALUMNI AND DEVELOPMENT 

INFORMATIONS SYSTEMS 
SUPERVISES: RECORDS PROCESSING CLERKS 

CASUAL HELP FOR TRACING/RECORDS PROCESSING 

PURPOSE OF POSITION 

• 

A supervisory position, the purpose of this job is the coor-
dination and processing of all pertinent demographic information 
necessary to accurately maintain the database. 

As is expected of all positions in the Alumni and Develop-
ment Information Systems department, the incumbent shall be ex-
pected to actively participate in Alumni Association activities 
such as Phonathons, and shall be expected to attend the Associa-
tion Annual General Meeting. 

KEY RESPONSIBILITY AREA Jl: SUPERVISION - MATERIAL AND LISTS 
Maintain the inventory of reference material required for 

tracing lost or · unknown alumni; ensure Special Lists, w~ich in-
clude Alumni and non-alumni are maintained. 

KEY RESPONSIBILITY AREA #2: SUPERVISI'ON AND TRAINING 
.. ,. Train and :>.supervise no _n-record ·_·d~ -partment staff in the use · . --; 

of . the _computer ··terminal, . ··use of r "efe .rence material _for the pur ·- -:~0, • • 

pose ~_.-of updating ···and searching the computer file. ~-:·_/ ... :~·: -~:·-:.-.: 
.-1' • .., ..,. • - '\ ' • • .·i ·, - • • =· .., • - - ..: . .• _ - ,: -. • -- - ' • • 

• .:.· ' ,- • ·.! .... ·:~ ....... ;' •·: • • • •"· :• _-f',_:,;....::;!·"'-J•oT'•., • • ,o.• '"" :• • .;,• 

KEY RESPONSIBILITY AREA #3: · LIAISON :;; .. . :;{ ... ·- ··. : . . . ·. :·····.:..·.;_ ·~ · ..... ~. . - ' ... . . :.._: .... -~·-,.~ -:• .... - - . ; ; '_\. .., ·····- . 
, .-.·~··:_Maintain communications ·wlth other universities," ···:1.·UBC campus 
'" "~ "I- · -~ ,;.! .... :- . - ...... ...... .;,.. . ' • • ,: .:_"-''{":.~,:"' .... • · .. t ..,.,. . • • .... .:;..:·.•. .• t 

departments, · societies etc .. ··'"~/for ·information or material in :the 
... _ - .: .. _ ... __ • • -. • .; .... -.t.:-!-:·- ..... _ ·- ... _.._-4 .. ~- - ... .. ... .... . '"· • • -.;._ ~ . "~· .,,.. ' !.~.:~- .. aid of _tracing. · .... ·.· ···. ·· · ... :)~·-·:-.· ·: -........ ·- ·-.:-::-:·-

.. - .--:--r_ "'" •.:..r. -

.. . . . __ _... - . 
. - ........ 
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KEY RSS?ONSIBILITY AREA ij4: MISCELLANEOUS 
Reper~ any problems regard:ng st=ucture and updating of the 

database to the Manager, Al umn i and Development Information 
Sy!'.:tems; pc-ocess any chan9es requ i red by the errors noted on 
Donor system audit report; pcocess returned mail; assist with 
ente~ing of donations dur~ng peak p8~iods; assist with the 
Se ~~~Q;r~ ~ ~c~1 lo~ e l o~+ ~ ~ ~ _~f ~-0 ~oruo~~o.~. 

J, " l.- ,. ,;. - •• ...;6. .. .. ....... .... - - - ..._ '- ; ._. ..._ £ .. , I... - '-:!. ..._ ...;.:, - - t..... 

EX~ERNAL RELATIO~SHI?S; and with • Required to interact with alumni 
members of the un~versity community, as well as mandgement of ex-
ternal agencies, pcofessional societies, foundat~ons, etc. 
INTERNAL RELA!:ONSH!PS: Required to inte~act wth all staf~ in the 
Information Systems depart~ent, as well as with all other Manage-
ment and Staff in the Alumni Association. 

QUALIFICATIONS: 

in 
Highschool graduation, or better; 

the use of computer terminals; 
si~ (6) months e¼perience 

mature attitude toward job 
C ,...,mp1 e+- o~ • _, ..... ._,.;_ 1., strong interpersonal skills. 

EFFECTIVE DATE: January 1, 1987 


