
·----REPORT FRa--1 THE OFFICE STAFF 'IO THE EXEOJI'IVE 

We rret with the Executive Sub-Camri.ttee on Overtirre, Etc. and gave 
them our cx,ncerns and reccmnerrlations regarding lx>th the organization of 
the Union and the office and our particular positions. However, rrost of the 
reccmnendations we made were oot addressed in the first phase of their rep::,rt 
presented to the Executive. 'lllerefore, we have decided . to make our own 
subnission to the Executive. This rep::,rt refects considerable th::mght on 
our part and the three of us are in unaninous agreenent. 

Division of Lal:our 

We feel that our jobs can be divided into either clerical or administrative 
duties. At present, our job descriptions include -both. It is not hunanly 
possible · to do lx>th. This rreans we are faced with a cooice. · Does the Executive 
want the office staff to be typists arrl a bookkeeper or administrative resource 
people? 

We all toought we were taking administrative type jobs when we ·took these 
jobs. We believe this was the intent in creating these positions. In our mirrls 
we expected to be doing liason \\Ork between the Executive and various Ccrrmittees 
and the enployer arrl various outside organizations, as well as research arrl 
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 nembership • . However, we are 
constantly put in that position 'by an iooecisive Executive. 

'Ihe breakdown of responsibility as we see it soould be as follows: 

'Ibe:Executive 
Tne adm:i.r,istration ..:,f ti~..a UA1ion; dzaft:.ir,; ~li=-.l, dev·c!Ci:,~-:.s p~li.= ./ ~cl lo~; 
range goals/objectives for the Union 

Planning of the administrative acccmplishrrent of th:>se goals; taking an overview 
and longer range approach than the present piecemeal,..:risis to crisis, rroment 
to narent way of operating · 

Actj.ng on reccmnendat;ions from the menbership, various cx:mnittees and the office 
staff 

Maintaining :sorre level of con~uity in the Union 

'Ihe Secretary-Treasurer · 
Maintaining all financial records, paying of bills, financial statem?..nts, liason 
with the atrlitor and other financially connected duties 

Administering financial policy as directed by the Executive and membership and 
being responsible for ensuring financial matters are handled in an appriate, 

· businesslike fashion (i.e. making sure that no by-laws are violated or policy 
contravenE:d) 

Acting in a reseach/advisory capacity in any decision regarding the financi~l matters 
of the Union 

l):)ing financial managarent of the Unions fums, researching anl reccmnending 
financial ~licy for consideration for the Executive arx:1 nanbership. Ensuring 
all the Union's financial obligations are net, reccmnending such investrrent 
opportunities as \\Ould create the best use of our furrls and guarantee the rrost 
secure situation for the Union · 

Overseeing equip-rent leases arx:1 purchases as is considered necessary for the 
functioning of the Union and its office, inclooing service problems with the 
Union's Sittlµnent (and negotiating service a::mtracts where necessary) 

Mministrative work for the Ccmnunications Corrmittee, 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. 

Responsible for drawing up agendas 'for Executive ireetings making sure ·that 
infonnation that should be brought to the Executive's attention is. 

Responsible for production of minutes for manbership and Executive rreetings 
Acting as a representative of the ' Union lx>th with the enployer and with other 

organizations at the direction of the Executive 
Harrlling inquiries in the Union office 
l-brking with the Grievance Camri.ttee as time pennits but as a minimum keeping 

abreast of current carplaints being handled by the carrnittee 
Keeping infernal on Contract Ccmnittee activity 
Being conversant with Union p::,licy and activity 

'!be.Union Organizer 

Maintainance of the Collective Agreerrent incltrling administrative v.0rk with 
regard to processing grievances and arbitrations. Being a resource person 
for Stewards and the Grievance Camri.ttee. Training of stewards, grievance 
ccmni ttee rrembers, Ensuring that. grievances are processed in a consistant 
and correct manner. Being the liason with the Union's lawyer. Processing 
carplaints to the Labour Relations Board, Doing research for grievances. 
Recatrnending changes to the Contract Ccrnnittee for consideration in neg:>tiations 
so that that cc:mnittee is aware of the problems that are arising fran the 
current contract. · 

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

Acting as a representative of the Union J:x>th·with the enployer and with othar 
orga.-u.zations at the direction of ·the Executive 

Handling inquiries in tha Union office 
Keeping infonne:1 on Contract Ccmnittee activity and being involverl in providing 
resource expertise on what are the problems with the current contract 

Being conversant with Union p:::,licy and acti vi _ty 

~ '.Union .Co-Ordinator 

Preparing for negotiations including being a resource person for the Contract 
Conrnittee doing research and attending neg:>tiations. Doing administrative 
v.0rk for the Contract camri.ttee, incltrling being their liason with the Union's 
lawyer and the .Lal::our Relations Board. Harx;lling iJ-'i{cirie.s from the press with 
regard to negotiations. Issues Contract Bulletins at the direction of the Contr .--ct 
C.ornnittee. Acts as a liason/oontact person for the Contract Camri.ttee with 
any governrrent l::x:x:ly or organization deerre:l necessary. 

A.:.ting as a liason be~ the Health & Safety Rep. and other oonmittees related 
to Health & Safety. Incltrling involverrent with health and safet matters such 
as helping with t-o:3 carplaints, ~ing a Union representative on such matters as 
is deerred nece$sary · 

Acting as the Union's reclassification specialist. O,unselling meni:>ers on 
reclassification appeals, appearing as the Union representatiye when deemed 
necessary . . · 

'Acting as · a representatiye of Union ooth with the enployer and with other 
organizations at the direction of the Executive 

Han:lling. inquiries in the Union office. 
Keeping informad on Grievance Comnittee matters and offering assistance to the 
grievance Ccmnittee as tirre pennits 

Being oonversant with Union p::,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 treth:xls at this point. We nake every 
atterrpt to keep each other advised of everything that is happening and of 

.____ materials caning into the office and to -make decisions jointly aJ:x:mt 
recx,mnendations to the Executive with regard to the office. To a certain 
extent we feel we should all cover · fpr each other in that W? 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 oi giving the 
nenbership the rrost accurate infonnation and dealing with them in the best way 
possible. For rrost of our mentership the three of us via the phone is their main 
contact with the Union. We feel that h:)w W? deal with i;:eople will greatly 
oolor their i.rrpression of the Union. 

EXCESS OF IDRK OVER OODIFS 
If the three office positions 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 person's 
duties would incltrle: · 

Maintaining merrbership files 
+typing cards 
+setting up of files for new nenbers 
+typing script cards 
+filing 
+sending out fonn letters, oontracts, etc. to do with new rrerr.bers 

Distribution of the newsletter 
Production of Contract Carrn:i.ttee bulletins, financial statements, notices 

to merrbers, or any other mailings as directed by the office staff and 
miuling of such itell)S 

Opening and sorting the mail; prooes:iing outgoing mail 
Ordering office suwlies and maintaining an inventocy of supplies 
Filing 
Correspondence as assigned by the office staff i.e. notices of meeting to 

camri.ttee rrembers, fonn letters, leave of absence requests, etc. 
Purchasing .coffee supplies and things of a similar nature 
RJorn l::xx>kings for meetings 
Maintainence of the list of volunteers and phqning t}'lE!TI when they are needed 
One h9ur explanations at Enployee Relations 
Ph:me reception · , J 1't,er;i1i_j fke Ji'sf Ot C,O~~~ror.1del\lGe-1(-e,c.e\VG 

These reoormendations were peesented as our inpression of the best use 
of the present staff and office facilities to accauplish the things we are 
.presently tcying to do. Right now the three of us are sooehow expected to do 
everything with no cut in services to the rrenbership. None of the three of us 
feel we are doing the kind of job we \'.Ould like tp be doing for our rrembers. 
'Ibis leaves us all with the problem of h:M to fund a fourth staff rrember. 

1-1:M 'IO ACCX)MPUSH 'llIE RESTROCTURI~ OF 'llIE OFFICE 

we reccmrended that ilia Executive initiate steps to change the dues 
structure of the Union. We all feel that 1% dues 1t~uld be the rrost practical 
solution. '!he Executive \\QW.d never have to go hat in hand to the nenbership 
to raise the dues. Dues \\Qul.d autanatically rise (or fall} as the Union 
ne<ptiatErl salaries rose (or fell. •• }'. It seems fairer that trose on the rottan 
of the pay scale \\Quld pay less than thJse at the top. 



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

We \\ere asking the Executive to make saoo long term plann:ing with 
regard to the whole organization and in particular the organization of the 
office. · 

'lbere seems to be no doubt in anyone's mind that a "-Ord processor 
oould be ' put to great use in the office. rea::mmended that this possiblity 
be investigated and that several things be calsidered: 

+carpatability with technology presently in use on canp.1s 
+cost~ •••• again the $4200/non . presently going to the Provincial or the dues 

increase/restructing or a lease arrangement or setting aside sooe 
noney out of next years btrlget 

+if a·"-Ord processor was in use in the office we might find that a part time 
.secretary "-Ould be suff icent · 

+we could eliminate the scriptctnatic (costs roughly $150/rronth) 
+we could make an arrangement with the TAU similar to our present arrangarent 

wi ththe xerox machine · · 
TCCttpatability with a ocmputer system ••• • we hope that when the University 
9ets their personnel files on cx:irtplter that we will be able to tie in 
and we also see that a oonputer system for data storage 'v.Ould be of use 

Consideration should . be given :in any long range plans to the purchase 
of a canputer system for the off ice. ~:possibilities for data storage and 
retreival are unlimited. This \,,Ould be ·cf encmcus help to gri :.:vance and 
contract "-Ork as well as such things as mailing lists, accounting, etc. 

realize that so~ of these functions could 1,e·aone on a "-Ord processor and 
that is why it seemed the nost ~~te piece of equipnent to consider J~ftial~, 

If these pieces of equiprent are oot going to be planned for, we 
recx:mrended'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 accounting tine a great deal and she has been \mable to 
find anyone who 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. 



IM-1EDIATE CON:ERNS 

Until sane long tenn plans can be made we are left with the dilemna of the 
present \\Orking corxlitions of the office arrl the inp::>ssibility of accarplishing 
all that is supposed to be done. Can we eliminate &:me of· the things we are 
trying to do? What does the Executive expect in tenns of overtime? Ne 
desperately need a policy so that we krx,w where we starrl . In April when we first 
came to the Executive no solution was offered arrl as the year progressed, we 
lost Bice and things corp::,urrled especially as negotiations have continued for 
so long. 

We unaninously believe that it is not appropriate for the Executive 
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 rorxlitions when you took the job." 
If you extrapolate that statement to its logical conclusion why sh:>uld anyone 
negotiate for better corxlitions •••• • W::J\lld any of you like it if the Union 
refused to address your problems with the University because "you all knew 
the corxlitions when you took the jobs arrl if you don't like it leave" 
We doubt it. Further to that no one krx,ws for sure what the conditions 

· are in any job until they are actually in it. None of us e,q;,ected the 
Executive to treat us as if we are adversaries. . We thought we were all 
_w::>rking on the sarre side. 

2. "I volunteer my time arrl you sl-x:>uld be prepared to do so too . " 
Nhat we seem to have failed to convey to the Executive is that we ure 
contributing our share of time. It also seems clear to us that we liave no 
ch:>ice and the rest of you can c..ure arrl go as you please, leaving us to 
sanehcM keep the sh:::M on the road arrl keep up a good front to the University . 

WHA'l' l'OUID YOO 00 IF YOU WERE IN OUR POSITICN? 

Final considerations 

We asked the Sub-Ccmnittee to look into arrl make recarrnendations regarding 
our job descriptions arrl pay scale. We all feel that the job descriptions 
contain nore than three people can hamle. We do not want to have to \-.Ork 
overtime. We do want to be paid a fair wage for what we are doing. 

We asked the Sub-Ccmnittee to give sane consideration and rrake recarrnendations 
on car usage for the office staff. · W:,uld it be feasible to pay us mileage? 
What are the tenn.s of car insurance? What happens if we are in an accident while 
using our cars for union business? · 

We asked th.:!.t we switch accounting systems. Either to the 9ne Write Systan 
or contracting it out to the aooitor. 


