








SCHEDULED

JOB CLASSIFICATION DESCRIPTIONS

MAIL DUPLICATING CLERK I

Performs routine duplicating, collating, mailing, supply logging, filing and inventory tasks under supervision.
Sorts incoming mail for distribution and dispatches outgoing mail; distributes and collects interbuilding and
interdepartmental mail; weighs and stamps outgoing mail using postage meters; records registered and insured
mail; delivers office supplies and makes short trips to the Post Office and/or suppliers. Answers duplicating, mail
and supply inquiries. May instruct and train new or temporary employees; may fill in for Telephone Operators as
needed.

TELEPHONE OPERATOR

Duties include operating a multiple position switchboard to establish local and long distance telephone
connections and keeping associated records, answering general inquiries from the public about all University
operations, and directing other inquiries to proper sources of information; acts as coordinator for information
center and telephone repair needs. Instructs and trains new or temporary employees on the switchboard. May be
assigned part-time clerical work in the Mail/Duplicating Department.

SECRETARIAL ASSISTANT

Duties include general typing, routine correspondence, organizational and maintenance of files, processing of
incoming and outgoing mail, duplication, preparation and assembly of materials. Must have knowledge of
department and University to answer routine and general inquiries. Other responsibilities may include processing
normal business interdepartmental transactions, such as purchase requisitions and check disbursements, taking
action as appropriate; making appointments and maintaining schedules; data entry and personal computer duties;
reception. May make minor routine decision of a general nature. Is aware of and works with deadlines. Works
under general supervision. Oversees work study and co-op students.

LIBRARY CLERK

Duties include processing library materials into and out of circulation and reserves. This includes data entry onto
computer terminals and routine data base maintenance; shelving and maintaining stacks; processing interlibrary
loan requests, typing, filing, compiling data for reports and other clerical duties routinely required for the
acquisition, processing and upkeep of library materials and services. Provides information, assistance and
instruction to patrons. Must be familiar with library machinery and software systems, services, procedures,
policies and regulations. May be responsible for determining and collecting fines. May use personal computer
applications needed for work processing, spreadsheets, and database systems..
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MAIL DUPLICATING CLERK n

Same duties as Mail/Duplicating Clerk 1; in addition, is able to assume full responsibility for completion of all
tasks with minimal supervision; must be familiar with postal regulations, duplicating equipment and processes,
and mail/duplicating procedures; must have thorough knowledge of University to answer inquiries and make
routine decisions. May be responsible to ink mixing and plate making for color duplicating. May have record­
keeping duties including maintenance of budget expenditures. Acts in absence of Senior Mail/Duplicating Clerk.
Some typing and personal computer familiarity needed.

OFFICE ASSISTANT I

Working under general supervision and in accordance with established procedures and regulations, performs
varied clerical duties, which may require the exercise of independent judgment and tact in dealing with the public.
Requires thorough knowledge of catalogs, schedules, curricula and programs, or policies of a division and/or the
University. May be responsible for specific projects, such as mass mailings, record-keeping, compiling data for
reports, data entry, recept~on and/or telephone duties, receiving and distributing mail, maintaining schedules for
faculty and/or administrators, and for the training, scheduling and supervision of short-tenn temporary employees.
May provide services .support for students, faculty or other staff such as processing admissions, financial aid
applications, registrations, student records and transcripts, records of course offerings and schedules, posting
room schedules.

ACCOUNTING CLERK I

Duties include routine and uncomplicated accounting tasks involving financial transactions. Responsibilities may
include preparation of bank deposits, reconciliations of account statements; cashiering responsibilities; reception
and telephone duties; receiving, sorting and distributing mail; filing, special projects and data entry. Responds to
general inquiries from other departments and the public. Requires regular contact with various publics. May
instruct, allocate and assign/check work of temporary employees. Works under direct supervision.

SENIOR LmRARY CLERK

Duties include training and supervising Iibrary clerks in their respective departments, revising and reviewing their
work; able to assume responsibly for all library clerical tasks with minimal supervision. Responsible for
cataloguing and data integrity of library records. Must be familiar with library procedures and capable of making
independent decisions about procedural problems. Creates or revises written materials; analyzes data; prepares
statistical data for reports and proposals. Provides support for Librarian's Assistants and Librarians. Must have
personal computer skills, technical knowledge of computerized library information systems and public service
skills.

SECRETARY

Same duties as Secretarial Assistant; in addition, acts as general support for staff, faculty, students and may be
only secretarial support in department. Composes, edits and proofreads letters; conserves supervisor's time by
relieving him/her of details and routine administrative tasks; has knowledge of organization and ramification of
actions within organization. Manages special projects or tasks as assigned; facilitates smooth functioning of
office; may supervise, train and schedule other staff. Is familiar with University procedures; may assist students
and troubleshoot operational and departmental problems as needed. Is able to deal with varied publics in complex
matters. Works under minimal supervision and makes independent decisions assisting supervisor in daily duties.
Has high degree of personal computer and office machinery skills, accuracy and speed and is able to complete
advanced personal computer tasks. May take dictation.
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OFFICE ASSISTANT II

Same duties as Office Assistant I; in addition, has responsibility for varied clerical work of a complex nature
which requires complete knowledge of established procedures and office practices. Requires initiative,
interpretation, and the ability to make minor daily decisions. High degree of accuracy and concentration is
required. May keep complex records and prepare periodic reports from such records. Must be familiar with
personal computer and/or mainframe data entry. May schedule, train and supervise short-term temporary
employees. Has the ability to work on one's own with minimal supervision and to plan and execute one's own

duties.

ACCOUNTING CLERK II

Same duties as Accounting Clerk I; in addition, performs tasks requiring an understanding of basic bookkeeping
principles. Working under general supervision, duties may include account analyses, preparation of payroll input,
wage verification, preparation of monthly and quarterly bills, handling of cash receipts, thorough understanding of
payroll taxes and tax exemptions, simple bank reconciliations, maintaining ledgers, tracking delinquent accounts
and processing of vouchers for payments. Compiles and analyzes data and may prepare reports. Utilizes work
processing and other personal computer skills required for correspondence and/or data maintenance. Must be
highly accurate and be able to explain information of a specific nature to the public, staff and students who may
be unfamiliar with accounting practices. Works under pressure of deadlines.

SENIOR SECRETARY

All responsibilities of Secretary and overall responsibility for secretarial support of a full academic department or
administrative department. Includes routine and discreet correspondence; schedules meetings for chairpersons,
faculty, deans; issues reports; drafts narratives and prepares agendas; may create periodic newsletters or other
materials. Coordinates employee schedules; coordinates, authorizes and tracks expenditures in accordance with
budget; expedites details of faculty, student and administrative activities, and otherwise makes independent
decisions involving academic and financial implications in order to expedite departmental activities. Requires
excellent secretarial skills including stenographic transcriptions and the ability to take minutes at meetings,
extensive personal computer knowledge and ability to handle ongoing complex computer projects.

LIBRARIAN'S ASSISTANT

Previous experience required for this semi-professional position, which includes work of a near-professional
nature. Required to work independently with minimum supervision; supervises clerical workers; assists Librarian
in managing and maintaining respective departments; may supervise a specific department or function. Serves as
liaison with internal and outside contacts. May make decisions which affect policy. May require specific areas of
scholarship/educational expertise.

SENIOR MAILIDUPLICATING CLERK

Responsible for organization, quality control and supervision of mailing department or duplicating and collating
functions. Through knowledge of machines, equipment and postal regulations. Responsible for catalog mai1ings~

interoffice mail, outside mail and for insuring the most economical and satisfactory reproduction of materials.
Schedules operations of equipment. May be responsible for tracking lost packages and for starting and closing
down mailroom equipment; may prepare various reports or procedural manuals. Works under minimal
supervision and supervises others. Assumes responsibility in absence of supervisor. Has specific record-keeping
responsibilities.
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OFFICE ASSISTANT m

Same duties as Office Assistant II; in addition, will frequently exercise independent judgment. May coordinate
interoffice transactions, handle problems of a sensitive nature where proven discretion is required, and be
involved in training, scheduling and reviewing the work of other staff May make decisions of a routine or general
nature, which may have economic impact on the department or University. May develop, institute or plan routine
office procedures. Requires strong personal computer skills/or database maintenance.

ACCOUNTING CLERK III .

Same duties as Accounting Clerk II; in addition, is responsible for accounting tasks of some complexity and
supervision of other staff. Duties include bank reconciliations of a complex nature, preparation of financial
reports, resolution of disputes with students, vendors and staff and problems of a technical nature which require
the frequent exercise of judgment and administrative ability; coordinates specific on-going tasks, e.g.: payroll
processing, refund specialization, fee-waiver handling and/or cashiering operations. May supervise and/or train
other staff. Has high degree of skills and accuracy, related experience and previous training. Works under
minimal supervision.

EXECUTIVE SECRETARY

Duties include those of a Secretary or Senior Secretary; in addition, is responsible for the independent
management of activities of an office or program including independent correspondence, non-policy financial
decisions, assignment and supervision of other staff. Has frequent contact with offices of senior administrators
and University officers, which requires the ability to deal with discreet and confidential matters. Extensive
coordination of complex assignments involving various internal departments and external organizations. Prepares
reports and other materials to be distributed at meetings and is responsible for arranging such meetings. Has
thorough knowledge of University including its programs and organization in order to assist a Dean with his/her
daily duties.

SENIOR OFFICE ASSISTANT

Same duties as Office Assistant III; in addition, is responsible for the distribution, delegation, efficient flow and
supervision of work in the office including assistance with problems and procedures, monitoring and checking
work, setting work schedules and duties, and tracking attendance of permanent and temporary staff. May have
authority to make minor independent budgetary decisions; responsibl~ for ensuring data integrity of computer
systems. Has thorough knowledge of University or divisional activities in any given period and provides overall
supervision of University-wide or divisional administrative-type service office. Has ability to respond
appropriately with little or no supervision, to problems related to areas of expertise. May have specific duties
related to organizing, planning, researching and conducting special projects or functions. May be responsible for
generation, analysis and calculations of reports; often functions in highly visible public position.

SENIOR ACCOUNTING CLERK

Same duties as Accounting Clerk III; in addition, has thorough knowledge of all departmental procedures. May be
involved in the development of new procedures; trains, reviews and schedules the work of other staff. Has the
ability and expertise to handle complex and varied problems, which require interpretation and discretion. Makes
decisions, which have University-wide financial implications.
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LIBRARIAN

Assists the Library Director in the general operation of the library. May provide reference assistance and/or
orientation to patrons in use of the library or instruction in specific subject areas; compile written bibliographies
or information guides to assist patrons in use of the collection. May assist in the selection of books or other
materials. Responsible for explaining library policy and procedures to the public. Has direct responsibility for
specific services, e.g., reserves, inter-library loan, liaison with centralized technical services. May supervise and
train other staff or volunteers. Duties may also include maintenance of car catalog, shelf list and other in-house
records and files. Requires M.L.S. degree from an accredited school and knowledge of sophisticated
computerized library information systems and/or computer skills.

NOTE: It is understood that each job classification and position description includes those duties and
functions described in the less senior position wherever applicable.
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SCHEDULEC

BENEFITS
CONTRACT EMPLOYEES

July 1, 1979 (revised July 1, 1991)

FOR THOSE EMPLOYED ON OR BEFORE SEPTEMBER 30, 1988:

FULL TIME - HOURS EARNED PER MONTH

Personal Leave
Vacation
Sick Leave
Health
Tuition

Terms of Less
Than 90 Days

o
o
8.75
Full
o

Terms of 90 Days
Or More

1.75
11.66
8.75
Full
If 8 months +, 1 course
Per semester

Academic Year

1.75
11.66
8.75
Full
1 course per semester

PART TIME - HOURS EARNED PER MONTH

15-19 20-24 25-30 31+ 15-19 20-24 25-30 31+ 15-19 20-24 25-30 31+
Personal Leave 0 0 0 0 0 0 0 0 0 0 0 0
Vacation 0 7.33 9.25 11.66 5.66 7.33 9.25 11.66 5.66 7.33 9.25 11.66
Sick Leave 4 5.25 6.5 8.75 4 5.25 6.5 8.75 4 5.25 6.5 8.75
Health FULL FULL FULL
Tuition 0 0 0 0 If 8 months +, 1 course per 1 course per semester

Semester

Holidays which fall during the contract period shall be prorated and paid as provided in this Agreement. For the
purpose of this Schedule, days shall be counted as calendar days. The term Academic Year refers to the entire
Fall and Spring Semesters.

Terminal vacation pay and vacation scheduling for Contract employees shall be in accordance with the provisions
of this Agreement. Contract employees employed for periods of less than six (6) months normally shall be paid
accrued vacation at the end of the contract period.

Employees whose contracts are extended past the original ending date shall receive any increase in benefits
consistent with their entire period of prorated employment.

Contract employees who enjoy an on-going relationship with the Employer and whose date of continuous
employment embraces the specifications set forth in this Agreement shall receive a prorated cost of living
adjustment provided other conditions specified herein are satisfied.
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FOR THOSE EMPLOYED AFTER OCTOBER 1, 1988;

Hours per week 15-19

Terms of less than 90 days

Terms of 91 days or more 4.25

Academic Year 4.25

20-24

5.5

5.5

5.5

25-30

6.9

6.9

6.9

31+

8.75

8.75

8.75

Contract employees hired after October 1, 1988 shall receive personal leave, tuition and health insurance as above
and earn 8.75 hours of vacation per month prorated as appropriate according to the following schedule:

FOR THOSE EMPLOYED AFTER JANUARY 1, 1992

Contract employees hired after January I, 1992 shall receive personal leave, vacation, tuition and health insurance
as above and earn sick leave benefits per month prorated as appropriate according to the following schedule:

Hours per week 15-19 20-24 25-30 31+
1st year of employment 2.65 3.50 4.30 5.83
2nd year of employment 2.95 3.85 4.75 6.42
3rd year of employment 3.20 4.20 5.20 7.00
4th year of employment 3.50 4.50 5.60 7.58

Effective January 1, 1993, all contract employees hired before January 1, 1992 will accrue sick leave per month
prorated as follows:

Hours per week 15-19
3.50

20-24
4.50

25-30.
5.60

31+
7.58
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SCHEDULED

NEW SCHOOL UNIVERSITY

BENEFITS

PERMANENT PART-TIME EMPLOYEES
July 1,1979 (revised July 1, 1991)

The provisions of Article VI, Paragraph C relating to the proration of benefits for permanent part-time employees
shall be interrupted according to this Schedule.

The following table shall be used to determine the benefit entitlements of permanent part-time employees on staff
as of September 30, 1988:

Hours per week 15-19 20-24 25-30 31+
Personal Leave 12 15 18 21
Vacation 80 100 120 140
Sick Leave 60 75 90 105
Floating Holiday 16 20 24 28
Health FULL FULL FULL FULL
Tuition See Art XIII

Holidays shall be prorated and paid as provided in this Agreement.

For permanent part-time employees, the calculation and adjustment of benefits (if any), shall be made on a
calendar year basis. For permanent part-time employees and variably scheduled permanent part-time employees
hired on and after July 1, 1985, the proration of benefits shall be projected on the basis of hours scheduled. After
six (6) months of employment, the hours worked during the prior six (6) months shall be reviewed and
appropriate adjustments, if any, shall be made. Any adjustment made shall apply for the next six (6) months or to
the end of the calendar year, whichever first occurs. After the end of the calendar year, employee's benefits will
be adjusted annually. Prorating shall be done on the basis of the ration of the average number of straight time
hours paid per week to thirty-five (35) hours.

Permanent part-time temporary are entitled to personal leave, sick leave, health insurance benefits and
tuition benefits as indicated above.

The following table shall be used to determine the vacation entitlement of permanent part-time
employees.

Hours per week
Vacation

15-19
66

20-24
80

25-30
90

31+
105
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The following table shall be used to detennine the sick leave accruals for all pennanent part-lime hired on or after
January 1, 1992.

Hours per week 15-19 20-24 25-30 31+
1st year of employment 40 50 60 70
2nd year of employment 44 55 66 77
3rd year of employment 48 60 72 84
4th year of employment 52 65 78 91

Effective January 1, 1993, all permanent part-time employees and variably scheduled pennanent parttime
employees hired before January 1, 1992 will accrue sick leave as follows:

Hours per week
Sick

15-19
52

20-24
65

25-30
78

31+
91
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ADDENDUM

February 19, 1976

TUITION BENEFITS - WORKSHOP COURSES

Article XII of the Agreement between the Employer and Local 1518 dated April 14, 1975, provides for certain
tuition benefits. Eligible employees are permitted to register for non-workshop courses and are limited with
respect to workshop courses, all as defined by the Agreement. In order to eliminate any misunderstanding
regarding workshop courses the following policy statement is being issued to each employee and supervisor as a
means of clarifying the University's policy and procedures to be followed with respect to the workshop courses.

Eligible employees may continue to register for non-workshop courses obtaining a fee allowance from the
Personnel Department and completing the remaining registration procedure. This registration shall commence
during the same period as regular mail registration.

I. Registration for workshop courses shall be in accordance with the following:

a. A workshop, for courses of this Article XII, shall be defined as any course listed in the
Registration Office as having a limited enrollment. Such limit may be specified by the
instructor, or may be required for educational purposes taking into consideration the nature of
the course and the method of instruction, or may be required because of the limitation of the
classroom. In all cases, the determination shall be made by the Dean of Adult Education.

b. A listing of workshop courses shall be prepared each semester by the Dean's Office and shall be
maintained in the Personnel Department. A copy of that listing shall be available to each of the
Shop Stewards. Those employees desiring to register for a workshop course under this provision
shall notify the Personnel Department, commencing with the normal mail registration period, by
requesting a fee allowance. The Personnel Department will maintain a record of such requests
and will approve or disapprove such requests based upon registration availability as defined
below.

c. During the week preceding the first week of classes the Personnel Department will review with
the Dean or a designee those workshop courses requested by employees, if in the opinion of the
Dean's Office such workshops will not be cancelled and space will be available, such
registrations will be immediately authorized.

d. For those workshops requested as per b. above, the Dean's Office will notify the Human
Resources Department if the applicable instructor will permit enrollment for employees in
excess of the stated limit of the course. No registration will be accepted until firm approval has
been received from the applicable instructor.

e. The Employer and the employees recognize that substantial changes occur in registration during
the first week of classes. After the first period of each workshop requested (and not approved
under c. and d. above) by an employee, the Human Resources Department will contact the Dean's
Office to determine if empty seats are available. The Employer will make best reasonable efforts
to grant as many approvals as possible.
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f. When the Human Resources Department receives notification from the Dean's Office in
accordance with paragraphs c., d., or e., above, reference will be made to previously submitted
employee requests for such workshop courses. If more employees have requested individual
courses than available seats, selection will be made on the basis of seniority. When notification of
available space is established, the Human Resources Department will authorize the applicable fee
allowance and the employee shall complete the registration procedure.

g. If for any reason the limits for a workshop are removed or reduced, the Dean's Office shall
notify the Human Resources Department if there is space available for employees. If there is, the
Human Resources Department shall proceed as per f., above.

II. Tuition, fees, costs and other payments shall be required as set forth in Article XII. Subject to all
limitations n the Agreement, in a., b., c., d., and e. above and subject to receipt of an authorized fee
allowance as per f. above, certain workshops in excess of one (1) may be taken on a tuition free basis;
such workshops shall be defined as those courses which do not have a limit enrollment due to applicable
classroom equipment or aids or specifications or applicable instructor.

III. As an alternative to the above workshop registration procedure, employees may register for workshops
by paying one-half (112) the scheduled tuition plus applicable fees and/or costs. Such registration shall
be on a first come, first serve basis on an equal status with non-applicable course limits. Having elected
this alternative the employee is not allowed to reverse his/her decision and register for that titled course
under the procedure set forth in I. above.

IV. This policy statement shall have no effect on any course or workshop given in cooperation with or in
association with individuals or outside organizations, or as to all other provisions of Article XII. In the
event of a marked change in the situation making this policy statement necessary, this policy statement
shall be subject to review by each party at the request of either.
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