Augga Alberta Union of Provincial Employees
Job Description

Classification: Membership Service Officer

Date: 19 February 2008
Updated: 28 September 2012

Summary of Duties:

The Membership Service Officer position is a responsible position where Labour
Relations assignments are performed in areas identified by AUPE. The focus
includes, but is not limited to, providing labour relations services to existing
members (i.e. grievance handling, contract interpretation, Local/Chapter
administration), presenting AUPE sponsored education courses to the membership
and assisting in collective bargaining as assigned.

Qualifications:
Education

* Bachelor’'s Degree in Business, Economics, Political Science or a related field
would be an asset.

Knowledge, Skills and Abilities

* Demonstrated working knowledge and understanding of labour legislation and
Collective Agreements.

 Demonstrated ability to communicate with and relate to staff, membership,
media, the public and outside organizations.

* Demonstrated organizational, writing, research, communication and
interpersonal skills and leadership qualities.

* Ability to deal effectively with co-workers, members and others under
stressful conditions.

* Ability to work against specific deadlines and be able to work well under
pressure.

* Ability to exercise tact and judgment.

* Ability to display the attributes of self-motivation and individual initiative.

* Having background knowledge of the labour movement in general, and AUPE
in particular, is an asset.

* Must possess a valid driver’s licence.



Experience:

* Previous: At least two (2) years of previous experience is needed, preferably
in a Union setting.

* On the Job: Nine (9) months on the job to become familiar with the filing
system, database, computer systems, related programs/software, and AUPE
policies and procedures.

Key Activities:
A. Membership Servicing

a. Monitor, advise on and enforce members’ rights and entitlements
contained in various Collective Agreements.

b. Monitor, advise on and enforce members’ rights and entitlements on
WCB, Return to Work, Duty to Accommodate, Occupational Health &
Safety and other employee related issues.

c. Assist and advise Local/Chapter Officers in carrying out their duties.

d. Assist in the development and delivery of AUPE services for the
membership.

e. Assist Locals/Chapters and members, as required, in a variety of
areas.

B. Membership Education
a. Assist in the presentation of courses sponsored by the Union.

C. Negotiations

a. Assist Union Representatives assigned to Negotiations in Collective
Bargaining, when assigned to do so.

The above statements reflect the general details considered necessary to describe
the principle functions of the job and shall not be construed as a detailed description
of all the work assignments that may be inherent to the job.

Any revisions of the document must be approved by the Executive Director.
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