WAGE SURVEY - PUBLIC HEALTH UNITS

GBHU - Support

$35,800

Tap -+

MNorth Bay / Perry Sound H.U, $43,800 545,100
Tomiskaming H.U. $41,000
London Middlesex H. UL $41.800 $43,200
Simeoe Muskoka MU, $46,300
GBHU - 4th Floor Clerks 844 500
Average 342,217 244 150
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GPSEU on behalf of B Local 278 Suppont
A
The Gray Bruce Health Unit

Status of Negoliations as of November 777 2047

Agreed ltems as of November 7th:

Article 3.05 — Definitions -~ Delate second paragraph

Article 8 ~ Grievance Procedure ~ Changes {o number of days inthe
grievance procedure,
Article 8.14 ~ New - 24 hours notice for meelings with the right to
Union steward.

Article 8,15 — New ~ Reason for discipline {o given in writing at mesting.
Article 10.02b} —~ Arbitration — Reduce number of days from 18 o 10,

Article 11.07b) — Seniority - increase number of months from 15
months to 24 months,

Article 11.08 ~ Seniority - increase from 15 months fo 24 months.

Article ‘Sé 1 & i} ~ Hours of Work and Overtime — Hours workad in
excess of 38 in any one week will be compensated with
time off at 1 V% hours for every hour worked.

Ar&scie 14.03 ~ Hours of Work and Overtime ~ New — Employess called
o work outside normmal work hours will be compensated
with a minimum of 3 hours pay.

Article 15.01- Personal Leave — Employees may apply for a short-
term leave of absence without pay for
up fo 10 days,

Article 15.02- Bereavement Leave ~ Same changes as ProTech,
increase of Bersavement leave,
=if bareavement leave is required
while on vacation, the sfecisd
vacation time will be re-cradited o
the employge.

Article 18.01 a li) —~ Vacation ~ decrease number of hours required from
20,020 o 18,200,

E
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ORESEU on behalf of s Local 278 Supput
And
The Grey Bruce Health Unit

Status of Negotiations as of November 7™ 2007

Article 18.01 b H) ~ Vacation - decraase number of hours required from
18,500 1o 18, 000.

Articie 18.03 - Short Term Disability Benefits & Sick Leave -
Employee io provide a Doctors Note after thind day of

ifiness.

Article 20.01 d) - Insurance and Pension — No deductibles for major
madical benefits,

Article 21.01 ~ Travel Aliowance and Expenses — increase mileage rale
10 30.50 f km.

Article 21.05 -~ Travel Allowance and Expenses ~ Emplovees requirsd
to work 10 or more consscutive hours will be compensated
1 meal.

Article 22 — Personnsi Files ~ Employee record cleared after 18
months.

Article 27 ~ New - With permission the Employer's e-mall system can
be used for the purpose of communicating with
the membership meeting times and bcations.

=2
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WAGE SURVEY - PUBLIC HEALTH UNITS & EQUIVALENT POSITIONS

$35,800

GEHU - Support

Norih Bay / Perry Sound H.U. 543,800 345,152
Timiskaming H.U. 541,049

London Middlesex H. U, $41,800 $43,207
Simcoe Muskoka H.U. 548,355

GRHU - 4th Fioor Clerks 544,500

Gray County Social Services’

$42,234

Ornitario Works Team Assistant $36,081 $37,184

Oritario Public Service®

08 QAL - Office Administration 08 $42.260 $43,834

Municipal Properly Assessment Ccrp

ADS Administration 6 $40,548 $41,7583 843,016
RSP South Porcupine $42,200

City of Owen Sound”

Enginearing Assistant/ Community

Development Assistant 540,850 $42,188
City of Owen Sound®

Department Administrative Assistants $47.752

Average $40.274 $42.231 $42,602

‘Srey County Social Services Callective Agresment, expiry March 31st 2008
0P8 Collective Agreement, Office Adminisiration 08, Mid-Range Classification axpiry Dsc, 31st 2008
"MPAC Collective Agreement- Administration 8 - Mid-Range Classification, sxpiry Dee. 31st, 2008

“City of Owen Sound GUPE 1188 Salary Grids
*City of Owen Sound Non-Union Wage Grid
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ﬁg%‘% Grey Bruce Health Unit

433

e Job Description

Posirion Tide; Program Assistant {C-5)

,41 Yy F 4¥° R4 FYe

>

&F O Lisnical Support

Aszist program staff and mensgers in a variety of functional secretarisl sctiviies. The
ongoing sctivities inchade keyboseding (letiers, memoe, pamphilets, brochres, and reports),
input date aud muintain ongoing databases, provide customer service to the public vis
telephone and meeiing the public in a courteous manner.

Duties & Responsibilities:

s (reet the public, stafl sad others in s professional and couwrtecus mannsr, Dirset
visitors {o appropriate department or person.

e Word processing, filing and clerical assistance to program staff.

# Heceive calls and give informstion to callers and route calls to appropriste destination.

- Obdain and record caller’s name, timae of call, nature of business and person called upon

when the caller does not wish to lesve a message in voice mail.

s DMaintain filing system and various files, listings and records,

» Data entry inchuding time tracking; typing reports wnd letters as required.

= Read and route incoming mail; prepares outgeing mail for courier pick up.

e Requisition and maintain office supplies in an organized supply room,

¢ (perates office machines, including computer, printer, pholocopier and fax machine.

¢ Registering of clients for clinics and program classes.

e (ther duties as assigned

R\ob Descriptions\Program Assistant\Program Assistant June 2008.doc
Page 1 of 2 Urigined Febmey 20, 2002



TAB 103,

Qualifications:

s Secondary school diploma plus one year Community College in administration or business
related courses {or equivalent) required.

Two years related experience.

Proficient in Windows XP and Microsoft Office Sulte 2003 is essential

Strong organizational, interpersonal and communication skills.

Requires the ability to work independently, exercising judgment and nitiative,

Manage time effectively.

Respect for confidentiadity.

& & 8 8 & @

Level of Awthority: Non-supervisory

Approved by:
THirector — Finance & Administeation Diate
Read by:

Employee Tiate

E\ob Descriptions\Program Assistant\Program Assistant huse 2006.doc
Page 2 of 2 Origingl Pebroary 28, 2002
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Position Description

HE&H’H NOV.7
UNIT »

Title: Program Administrative Assistant (PAA}

Salary Range: Status: CUPE
Reports fo:  Program Manager Salary Band:
Original Date Approveg: Dol 1908 Ravision Date:
Signature:

hedical Officer of Health and CED

Human Resources & Labour Relations Manager

- Summary

The Program Adminisiralive Assistant provides derical and adminisirative supportic 8 ?&mag@r
gnciior team.

edge of the erganization:
ﬁwmm&ates good knowledge of the Middle
understanding of the program andior team.

ssax-London Health Unit and it rods, and 3 strong

d instructions, guidelines andior policies and
procadures. As well, based on kmwiedge of the organization and team andior program,
exercises sound judgment in making decisions in areas that are somewhat beyond the scops of
prescribed instructions and/or documents. Requires imited supervisory support.

Foring

Maméemmﬁs within the contexd of pres

Technical knowledye and ekills;
Appliss intermediale to advanced technoiogical, computer and clerical sidiis to perform tasks
accurately, effectively, and efficiently.

Physical Demands:

is sxpacied o sit for exdended periods of me usm@g somputsrs or otfwr office squipment. |
expecied to B office suppiies. . Some assigriments may involve drlving s vehicle in onder %@
get i various sites.

ProgAdmasst Nov. 7, 2008
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Program Administrative Assistant Page 2 of 4

Supervision of others:
May bs expecied {o delegate and supervise the work of other staff members or volunteers for a

defined project or activity.

Communication:
I expecied to have svong verbal and writlen communication skills, and excelient interpersonal
skills.

Profsssionslism and Standards of Performance:

Is expsotad to maintaln current knowledge and skills in the technical aspects of the job and

follow the Health Unit's standards {8g. policies andd procadures, graphics slandards, and hesith

and safety guidelines). s expecied to meat bigh standards of pmfasséma%zam with respect io
............................... the guality of services ing wﬁ%ﬁg acouracy, efficlency scoonrtabilily, Texibiin

confidentiality.

Duties

The Program Administrative Assistant performs some of the funclions sullined

Clerical:
Perfoarms soms or gl of the funclions oullined In the Poaition Description of an Office Assistant,
ie. parforms tasks auch as

sms ar&ﬁ f%ies dmumm
prepares large mail-ouls, and sorts and dalivers incoming mall within sarvice sres,
prepares fax cover sheets and faxes documents,

complstes forms and updates lisls, records numbers and compiies stalistios, and
anters data ivo dalabases
gmmim;mbﬁcénp@mﬁmmmmm

8 ® B ¥ B

srovides the public with informedion

types lettary, memos, reports and other documer

s uses computer applicetions as required, samh as w@m Excal, Access, Powsr Point,
internet, email applications, Ministry of Health and Long Teem Care and other
databases or programs

¢ other clevical dulies as assigned

® ¥

Administrative:;
= Maintains the schedule of the Manager andfor team members (appoiniments and
mestings). Arranges travel plans for the team andfor Manager.

« Schedules, organizes and lakes mindes for mestings and other funclions.

s Assisis with communily events such as display set-up, receptio
fiow and cash, e:w:zimﬁcﬂ of volurtesrs.

= Participates as an aclive member of the teem of program, and may represe
sarvice on mulli-servics commilless,
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&

Program Administrative Assistant Page 3 of 4

s Orders necessary supplies. Maintaing inventories of materials and resources, mailing
lisis, key contacts sto. including distribution of material and resourcss.

+ Maintsins policias and procedurs manuals for the program oF team.

» interprets and implements filing, record kesping, document managemaent, and derical
standards for the program and/or team andfor Manager. Maintains data relevani to
budgets, including managing cash and receipts. Generales summary reports.

s Regularly provides education for program staff and Office Assistanis on the use of
compiter applications at the intermadiate lovel and on health unit standards ang forms,
ardd ocoasionally serves as g resource for other Program Adminisirative Assistants.

s May serve as the Software Administrator for Ontano Ministry databases or programs.®

» Poals information 1o the wab site and Intranet.

s Provides reception and switchboard services.

= Orders and distributes vaccines.

¢+ Organizes and works at clinies, {excluding The Clinio)
* Soflwars Administrator means assigning users rights within an eslablished secunily grouping,
providing inifial user training fo new users, distributing reminders or updates Io users, and
monitoring reporis o ensure data is enfered corectly.
Other

Cther dutles as assigned including coverags for rsception, Office Assistants, other Program
Adminisinative Assistants and Administrative Assistants 1o the Director.

Academic Preparation:

Completion of a Secrstarial or Adminiatrative diploma or cerfificate program that is of at
ieast six months in duration. The program of study will prepare individuals In proper business
procadures and will have included sbuction in the following subject sreas
Records management
Writing and transcribing lelters
Arranging spoodintments
Crganizing general office routines
integraled office systems
Business mathemalics
introduction to business scoounting or boolk-keeping
Computer tschnigues that include the infermediate and advanced features of
Word, Excel, Powerpoint and Access, using the internet and e-mail.

Qo 6B O B 02 B

FroghdmAsst Nov, 7, 2008
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Experience:
At lesst one year of experience providing admiristrative support to 3 professional or human
service organization.

Equivalency:
Candidates who have an equivalent lavel of expartise acquired through relsted employment
axperience and ondhe-job trairing or allernative sducation may also be considered.

Skills and qualities:

Must have a demonstrated ability to meet the expeciations 88 outlined. Skills of candidates for
vacancies will be assessed through interviews and tesis, as sppropriate.  The abillty to
communicate in French and other fanguages would be considered an asset. The London
receptionist is required to have verbal fiuency in Franch at the intermaediate Level ag wall as in

English.

Driving and Vehicle Requiremants:
Soma designated assignments may require a valid drivers’ licance and a reliable vehicle.

F‘m@a@;mﬁ Now, 7. 2008
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¥ Printer-Friendly Rage

AN ASSISTANT il - PERMANENT

Inb Posting - 2008-03

Position Title: Program Assistent 1T - Permanent
1 FTE {325 brs/waek)

tacation: faangeville

Division: Chiid and Famsily Health

Chiid Health & Speech and Languags

Fregram Manager: ¥ UWil also provige administrative support 10 Hesith Protection,
squivalent of 2 FIE {7 hrefweek}. Candidate will have to be
Flexible with work arrangements>»¥

Pusition Summary:

Provide administrative support (o the Srograsn Manager{s] and
program siaff:

s Draft and prepare correspondencs, mamos, and otheyr
gocuments for the Manager.

¢ Organize and manage incoming and outgoing mai, faxes and
e-mall messagss, confirm appointments for the Manager,
Liatse with other grganizations and assockations on hehalf of
the Manager.

# Maintain appropriste resgurce lists, e-mail addresses, and fie
management applications. Malntain an inventory of resource
materials for progrant.

2 Prepare and develop educations! materials and displavs for
Brograms. '

& Asgist in ordering of print material and supplies for clindes and
REOGE3MS.

& Schedule/set up mestings, prepare agerndas, distribute
minutes and make arrangements for commitiee and other

hitofwww wdehuorefoases.ofinid= 1 283 & ichiD=60&a=1 271372008
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Wellington-Dufferin-Guelph Public Healih Page 2 of 3

meetings.

e Compile dats, and prepars reports for consideration and
prasentation for the Manager.

& Understand the provision of improved glient care by supporting
guatity monitoring systems in the area of elecironiy and
physical records/data/siatistics.

e Uther related dulies as may reasonabiy be reguired from time-
to-tirmes,

Hours of Work: ¢ Monday o Friday, 8:30 a.m. 10 4130 pom.

»-Flexible-working-hours-are-secasionally roguired

Salary Range: $19.29/hr to $22.88/hr

Pogition Effective: Az soon as possible

Joh Requiramants:
e Ontario Sscondary School Gradustion Diplomas, plus a
minimum of one-year of Busingss Collsge, secrstarisl, office
administration or equivalent.

= Past-secondary diploma in administrative, secretarial or
business education an asset.

¢ Raelevant vears of work sxperience as an administrative
support refated o health/medical/dental/vommunity health
services or public sedtor an asset,

+ The jobholder must have superior kevboarding skills and
fluency with word processing, e-maeil {Outiook} datshases, and
spraadsheets, including Exoel, Acvess, PowerPoint, and
inDesign for graphic spplication,

& Famillarity with clinical record systems and current working
knowledge of Privacy Legisiation an assed,

# Walid driver's license and use of vehicle.

# Maintain annual influenzs immunization and agult
nmunization,

Dther requiremants;

& Excelient oral and written communication skitis
s Sxcelient customer servide skills

e Ability to prioritize work and perform well with mindmal
supervision

http//www . wighu.org/page.cfinTid=1283&iobID=60&a=1 27132008
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-

# Professionatism and discration

& Excelent interpersunai skills, Ability to work wall within a team
structure

s Excglient Organizational skills with attention to detail,
= Ability to manage muitiple pricrities and work well under

prasaure,

¥ you wish 10 be considersd for this vacancy, please forward 3 resume and cover letter 1o the
attention of:

Human Resourone
Wellington-Duifferin-GBusiph Pablic Haaith
474 Wetlington Road 18, Suite 100

KR #1 Fergus, O

NAM 2W3

Fax: B19-B46-0323

Human. ResourcesDwidghu.org

Deadiine for application is Monday, February 18, 2008, at 4:30 p.am.

We thank all applicants, however, only those selected for an interview wil be Contacted. Mo
phone calf please.

httpe/fwww. wdghu.org/page o fin7id=1283&jobID=60&a=1 211372008
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These are the job description comparators used by the Health Unit bargaining team.

< E ;g‘ fg”" Y
POSITION TITLE: PROGRAM ASRISTANT POSITION NUMBER:
SERVICE AREA: As sssigned PROGRAM AREA: As susigned
REPORTS TO: Menager, Service Avea Direstorn REVIEW DATE: May 18, 2006
Associate Director; Qperations &
(ffics Support Supervigor

PURPOSE OF POSITION: To provide seoretarial sssisiance 10 assigned servics, progrsm or functional und,
and provide the Hrst point of conteet for public snd seff inguiries.  This includes word processing and dats
endry; minute wking; Bl and record mansgemment; developing promoticns! materisly; formetiing dovoments,
presepvations snd seports; pholocopying: mail distribution; erduring/distributingfmaksinining oifics supplies &
msterinly; manging for eguipment maininance or repely; sigreout of offfics eqnipment; snd malntaining
effective communication with all sreff and the general public. May be required 1o collest, secure andior track
heguss, cash or asne reecipie.

POSETION SKILLE & COMPETENCIES REQUIRED:

________ .\ Edueatinn: College Diploma - completion of one-year office administratinnlsecestarial p

Related Bxperience; 1-3 yoar's secrotarial oxpevience with spociafization, euperienvs und training sppropriste
to program sadfur servics ares fanction.

Specific knowisdge, shilly, abilities;

Intermediate skills in Microsoft Word, Excsl, FowerPoint and Gutlook

Imtermediate skitls in databrse and deskiop publishing sofiwsee

Advrneed prosfesading skills

Itermedinte ability o develop andfor formet meterisls snd documents in accordence with sgoney

sanderds including the seloction of sppropriste graphics snd resources

Intermediate recosdidate masagement <kills inchuding Sling management skills {elecironie and papey )

Inteernadiate ability o eatablish snd meintain oo nformationdesource database relevant 1o program or

functicas! wnit

Intermediate gbility to organize and prioritize work

Intermedite ability 1o manage time offectively and medt deadlines

Infesrpediste ability to manage multiple demands

Intermediate oral commuaication and mierpessonad skille inchuding sbility 1o deal with staff and the

public in rontine apd chalanging sitwativns

= Intesmnediate wrilien communications skills including the ahiity to communicate idess effectively via
sranil, synthesize discussions and take minutes 5t meetings

& Abls to work independently within established parsmeters and fo fuoction effentively as 5 member of s
foans

" & 2 &

® & B«

KEY AREAS OF RESPORSIBILITY (ACCOUNTABILITY):
Provide secretarinifadminisivative suppert is serviee, program v
funetionsd srea{s) aund commnittees ,

s Creates brochures/pamphiets/forme/fivers; envures format is consistent with agengy sorporats image,
ke guide or other dafined standasds
Frovides photocopying
Types correspondencs Le. routing conespondence andior generaies computer and/or manus! rposts
Eesearchevreviewseallects infhrmation (from spunific sourcesfresources), compiles siatigtical reports
Opens, soris and disizibutes ncoming mail (internal sed externall; prepares outgolng mailings
AGIS 88 oorviact porsan for internad comemunications

® & 8 ¥ B
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Simene Mushkokp District Heelth Usit ~ Position Deseriptions Page 3 ot 4
Positien Tithe - Program Assistant

* ?m«iéws SN
Bepoarants 3ovice, Progam of &sne&m&aﬁawa{s} % & member o0 various healih wit commitisse
mmmaﬁmmmmﬁmma{wgmwﬁmwwikmmsf
¢ Provides administrative support for sarvios and peogram eants Insluding booking loratien,
segistration, sttendance, preparing ageodas, booking squignesnt, assisting with rom set-up, proparing
gvsiantion fonme, sompieting mesting minutas, eopying documents 35 ssygwinnd, oomploting sumomsey
of evalvetions,
May 2cl as seorinry o agensy commitiens
May entlect, sacure andlor ack chegues, cush, lesus recolpse; may review and Sullow-ugr iovices gl
guymess; sty be responsible for petly sush, OHEP billings — depandent on ServiceProgem Anss
that wie cuppovisd by dils position
& Provides covenge to, ity progeam cleriosl and smorstarial Raff- outer office progeam nesistanty

T arev R Seichtueid coverngl

Frovide general office adminintration support, hecluding erdering &
gluzeibutisn of slfics mggs&sm, srrepgieg for sguinment wuleivasnos aud
repaie, sigatas oul synipnees
s &mmm&&m&w&mmmﬁ@mﬁmmmmm&mm#mmw@
»  Orders and mabsins oifics suppiies, equipment sad sescurons &9 required
& Amwmwmmmaﬁwmmmmmxmmchwmm e
s Acts gs condact parst Tor eauipment Soublshooting L e o vun office equipment or setification
fmmwmmmmmw«mafmuwmﬁ ngluding vaccing Fridges; sovsdingtes
signing ot of eauipanent
5 Froeides wppot i siafl with computsriprinter or IT concarmaiproblems by dentifying, saalyzing snd
rexniving problem If possible, privr © sontacting tech seppor
& Hets up wheconfrenves; books meeting rwoms, AV squipmnent
¢ Mahiains Bvestoryistock & Slis ondess

Main reooniz & previde date mussgement incinding seeuvity
& {ollests and complies informetion; generstes roporis
& iopuiy dats W0 apency detabases
s Provide smowe Bie and record mansgement
®  Proossses requests for setvict soconding o established procedures

Provids information ang respond to rogueris from the pablie and sta¥

sod sppropristely divect nguiriss
& (rests the public and visiioes 1o the health unig
s Provides inforation, and responds 1o fequests Rom the public snd siall snd dirscts inguiriae
®  Fosten snd malnisins sffective communicution with a8 g2 and genersl publie

Contribate i toans and sgeney i
¢ Works mﬁmmmﬂym&mbﬁe ﬁwmm;mszimmw positive e Riochoning
s Assisle srvics, progrem and functional unite in caeryiag ot theil mandates
s Demonsestes commitnent jo, snd fosciions i & wey Sist Is contistont with, the Agensy mbislon,
wigion, vehus and swewegic dinestions
x  Respoots snd engares confidentality in all wouk peeformed op behalf of the Ageany
¢ Demonsirsios 8 SURE cosiomes strvice Hous in dealing both hndurmally and extornally
»  Paticlunten an Agancy-solated commition: ue avshpned




Stmess Muskoks District Heslih Unkt - Positien Discriptisns Pape J of 4
Poritios Titde ~ Program Asshstant

KEY AREAT OF REGPONSIBILITY (ACCOUNTABILITY) Continusd o,

¢ Usdesstands the nesd i buooias redoployed sndior reasvigned o2 part of the public beslth maponse to
mmrgwgywﬁmmémm_

gusition reguiramerds o dme & v a8 Sgancy vondifiony Sotase.

‘§Q &camavmg&ﬂaﬁs
nierasl: Service divecioe, progian: mBnager of superviser sad ey nhnivel and adminiatrative safl
Excsrast Peors in benlh onve sentings, sehools, other herlth unle, other health case and sopial sarvics

m@mﬁ% m,mmm mmmzm, shents; gonsrgl public and vendors
'..'-.;‘ 5 z B

smﬁa mmm ga&@amew mmm t use of computsy sofears, offics equipment sad
deta bast appiications.

Fimasvlals Moy colles, seours andlor rack shagues, sash or lssue ressipty; may be responsibls for pesty cash,
OHEp hi&mwﬂsminw%wmwm ﬁaiiawmpwmmmémmm

TAaa 10~

&Wﬁmdmﬁmmwwiﬁesémwwmm&mmmwmmw raports; data
callsotion: maintaing & provides quality ssmurance of deswhases,

histeriak & Equipmeat Ordues nud distribuses offics suppiios sod susterinly, use of syuipment selged to
position functiva. Thess may héluds compades, fam mahines, sceanee, photoooplsr, winky, phphons,
Inpriop, mawests mekuensece und repains 22 requived. Moy roguest quoles e pring mesials, offios suppding
and squiprent. May be raponsibie for booking. trecking and secum sirage of asaigned equipment.

EEFORT REOUIRED: ]
Mentak

s Considersble stiention 1o detll Le. sudio conventration &¢ iclephone, hing minuiss,

% Cmmmimmmmwememmmmm file & renord

. mansgemant, ondexs for office supplies’met

s High volswe of work.

2 Considerable shont auuarsund mgures, pleomptions & changing priceitics related o multipls
damands ssancined with the week.

& Analysis veisted 1o moubleshooting office equipment problene, prioritizing wok,

s Negnileticn snd conflie rmohation It work with wa® and the public in responding 1 reguests and
batancing workdond and privrities

Foysionl

»  Medess Khingfmoving boxes of maleriale; bunvy weight {over 35 pounds)

s Considersble sirting i workstation

s Considerabie memusl deierity for compuner wotk Ls. heyboanding

&

WORKING CONDITIONS SPECITIC TO POSITION:

»  Swadsrd ofice snvireaneest.

¢ Limited axposure 1o adverse conditions «.g. verbel conflivns with shents

& Lomited exposure b health snd safety heserds e.g. packaging and dispom! of binmadion! waste
and ghams sondsiners

2. ey work in iselation on g limbed basis if working in ¢ branch office of SMDFRL

e Limited overtime iz reguired o ment job domendx
% Limiied wevel is reguimd fo atfond meetings

Lo L Rhes Rawwan 11 g2

. { rormemans mewe: Lty 028

e

L N S




Stmeve Muskoks Distriet Health Unit -~ Position Deueriptions Page ¢ of 4
Position Title ~ Program Assistang

1 have read the Position Description and understand the dutios and respossibilities g3 sssigned.’

EMPLOVEE'S SIGNATURE: BATE:

MAMAGER'S SIGNATURE: DATE:

Position Approveis:

DIRECTORS SIGNATURE: BATE:
Divector Haslthy Liviag Serviey

PIRECTORS SIGNATURE: BATE:

' Direotor Family Heslth Sexvies

PIRECTOR'S SIGNATURE: BATE:

Tirentor Clinicsl Service
T IR T RS SIGRATURE: - BATH:

THeector Health Protsotion Service

DIRECTOR 'S SIGNATURE: BAYE:

' Dhirector Corporsie Sorviee
MOBICED SIGRATURE: BATE:

POSITION HISTORY: Mov. 206 - dMinor madifications were made o Position Dexoription a3 8 sl of e
Job Evainstivn Comnitios review of sl agency non-onion pesitlons, Including reconsideraiion reguesis,

July 8407 - Cperstions & Office Support Supsrviser conitind from May 10/06 Position Dossription (PR
smended July ST

Biay B8



THE CORPORATION OF THE COUNTY OF GREY

invites applications for the position of
Receptionist

Office of Human Resources
{Part Time 23.75 ~ 38 hours per week}
{Salary Range - $17.41 - 20.10 per hour)
e T

~ 2 { f:"/‘,.-‘,i I
. k Lol e AV

The Human Resources Department of the County of Grey has an immaeadiate opening for a
highly motivated individual io fill the role of part-ime Receplionist. The primary focus of the
Receptionist is 1o deliver excellent customsr service in the reception area.

As the first contact with all telephone and office visifors for County of Grey operations
{Social Services, Housing, Administration, Planning, Transporiation & Public Safely, sic}. the
Receptionist must have excellent communication and listening skills. You will have prior sxperience
in working with people, and experience with answering mult-line swilchboards will be & definite
assetl,

The part fime receptionist is required to cover absences of olher members of the reception
team, sometimes with short notice. The successfl applicant will be proficlent in computer skills,
with a minimum keyboarding speed of 88 words per minute.  Advanced working knowiedge of
Ward, Excel and QOutiook are required.

Candidates for the above position are invited 1o submit resumes to

Sandra Shipley, Human Resources Manager
County of Grey,

508 9™ Avenue East,

Crwen Sound, ON M4K 3E3

{519} 376-4082 {fax numbsen)

email: sshinley@greycounty.on.ca

Prior {o Friday, Decamber Bth, 2008 a1 430 p.m.

We would like 1o take this opportunily fo thank alf intemal and external applivants. Only these to bs
irterviewed will be contacted.
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JOB #PH/2002/628
POSITION: Program Assistant ~ QPSEU
HOURS OF WORK:  Full-Time — 35 Hours Per Wesk
FFFECTIVE: As Soon As Possible

POSITION SUMMARY:
To provide administrative support to Clinical Services. Primary job assignments shall focus on supporting dental
services {excludes CINOT), reproductive health and sexual health.

QUALIFICATIONS:

Education/Experience & Skills/Abilitiss:

s 2 year diploma from community college in Office Administration - Medical or a combinstion of education
and work sxperience considered equivalent

» Minimum of 2 years recent related experience

s  Ability to function independently and/or in a team envirommnent

s Demonsirated ability to manage diverse priorities and coordinate assignments 1o ensure program{(s) timelines
and objectives are met

s Demounsirated skills, knowledge and judgement sufficient to schedule clients for a variety of clinical
procedures

* Excellent organizational skills and interpersonal communication skills

¢ Demonsirated skills and knowledge to efficiently and effectively operate a2 PC and work with various software
packages
Excellent keyboarding skills

s Reliable, self motivated and able to flex work hours to meet program needs

» Work will involve evenings and occasional travel

HOURLY RATE: Minimum $17.94 1o Maximum $20.20

CLOSING DATE: June 19, 2002 at 400 pm,

ADDRESS APPLICATIONS TO:
Job EPHI002/026
North Bay & District Health Unit
681 Commercial Strest
North Bay, ON PIB 4E7

RESUMES WILL NOT BE ACCEPTED BY FAX

We thank ofl applicanis for their interest, however anly those applicants selected for an interview will be contacted.
Telephane inguiries will not be accepied,

The Health Unit Is an Equal Opportunity Employer
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Job Posting

PROGRAM ASSISTANT

DEPARTMENT: HEALTH

. Health Protection Services ~ Saxual Health and Needle
LOCATION: Exchange Program

POSITION: PROGRAM ASSISTANT
SALARY RANGE: 3$18.96 - 523.87 per hour {AZ}

Applicants will be considerad for interviows kasad on the information provided in thelr application fo the
Region of Haifon including a current resuma and cover istler, Wa thank gl appiicants for their interest,
however only those under sonsidargtion will be contanted.

MNOTE:
THIS POSITION IS BEING OFFERED OH A PART.-TIME CONTRACT BASIS FROM DATE OF
HIRE UNTIL DECEMBER 28, 2008, WORKING 4§ - § HOURS PER WEEK.
PREFERRED BACKGROUND

Secondary School Graduation Diploma with additional training in office/business software
{Microsoft Office) are required. A minimum of one year experience in
derical/administration, preferably in a health care setting Is required. Excellent
organizational, customer service and interpersonat skills with sensitivity to client needs are
essential, An equivaient combination of education and experience will be considered,

WORKING CONDITIONS

Travel will be required between other dinic locations within Halton Region. Incumbent must
supply own transportation.

DUTIES:
Responds (0 or directs telephone ingquiries from the public.

&

Maintsing payroll and altendance rsoords {COMPASS) and processes scoounts recaivable and
accounts payable information,

®

¢« Responsible for development and distribution of dirsclories, manuals, pamphists, resource material
and for maintenance of rasource fibrary and §ling system,

® Malntaing disesse and statistical reports using & Ministry mandsted sofiware system,
colisctsftabulates dats and survay information.

+  Schedules clinic appointmaents and provides coverags of Saxual Health Clinle reception duties.

s Manages sxtemal, intar-office and internal mall systems and supervises office equipment (e, fax
machine and phctocopier.

khttp;{fm&w.ha}tm.cg/abmt@g‘gsi‘sf iew,cfm‘?fiompetiﬁonmﬁa 180-08 220512008
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¢ Communicates with othar Health Units and community physicians related to client related mallers

+  Performs other duties as assigned,

POSTED: May 20, 2008
POSTING EXPIRES: May 37, 2008
POSTING & H180.08

htt;}:.ffx§«ww.hait@n‘ca{aﬁbc§ut/ tobs/V iew.cfm‘?(ﬁempeﬁﬁonw&1 80-0% 220512008
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POSTING NOTICE
#07-49

Casual
? 1.0
| Service Clinical Services

Program Vaccine Preventable Disease Team
| Location Barrie
| Effective August 20, 2007 {approx. 12 weeks)

Responsibilities:

« Provide secrelarial/administrative support to servics, program of
functional area(s) and committees

» Maintain records & provide data management, including security

=  Provide information and respond {o requests from the public and staff and
appropriately direct inquiries

« Coniribute to team and agency effectiveness
Waork as part of a {eam facilitating the inventory maintenance, handiing
and distribution of vaccine for the influenza clinics
Coordination of workplace clinics

= Liaise with nursing agency and pharmacies who offer influsnza clinics

« Processing of MOH-LTC invoices for clinics

Demonstrated Knowledge and Skills:

intermediate skills in Microsoft Word, Excel, PowerPaint and Qutlook

Intermediate skills in database and deskiop publishing software

Advanced proof-raading skills

intermediate ability o develop and/or format materials and documents in

accordance with agency standards including the selection of appropriate

graphics and resources

¢« Intermediate record/data management skills including filing management
skills {electronic and paper }

« Intermediate ability to establish and maintain an informationfrescurce
database relevant to program or functional unit

= Intermediate ability to organize and prioritize work

« intermediate ability to manage time effectively and meet deadlines

B & & B
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s intermediate ability {o manage multiple demands

¢ Intermediate oral communication and interpersonal skills including ability
to deal with staff and the public in routine and challenging sifuations

« Intermediate written communications sldlis including the ahbility o
communicate ideas effectively via emall, synthesize discussions and taks
minutes at meetings

s Able to work independently within established parameters and to funciion
sffectively as g member of 3 team
Intermediate computer skills using Word, Excel, Access

s Demonstrated strengths in the areas of organization/high comfort level
with phone communication

« Ability to prioritize and manags time and mulliple demands effectively

s  Team player and ability to work collsctively with all staff - interpsrsonal
skills

s Crealive problem solving skills

« Excellent communication and documaeniation {(which includes data entry}

s Flaxibility required '

Qualifications:

¢ Complation of one year office administration/secretarial program.
+  Minimum 1 vear of secretarial experience with specialization, expsrience
and training appropriate {o the program andfor service ares function.

Forward resume to Lisa Pighin, Human Resources Seneralist,
{lisa.pighin@smdhu.org} referencing posting number.

Deadiine: 4:00 p.m., August 10, 2007
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C oD
2007 SALARY COMPARISON
PROGRAM ASSISTANT
Heaith Unit Union Affiliation | Minimum Salary  Maximum Sslary! End Date [Grid Movement

Chatham-Kent CURE 40,5688 $43,880 3i-Decd7 3
Hamdfion CUPE 338,728 %42 085 31{-Dec08 3
Hamiiton CUPE %38,338 $43 588 31-Dec-06 4
Haliburion, Kawartha CUPE $37.,752 $41 682 31-Den-08

York Raglon CUPE $37 000 340,185 31 -Mar-07 3
Lambian QUPE $35.944 $41.858 &
Waterno CUPE 834,853 339,585 31-Dee-d7 3
itawa-Carlelon CURE $34,154 £41,838 &
Muskeoka-Parry Sound CUPRPE $33,779 338 148 P 3
Middiesex-London $33,582 $41.853 30-Mar-08 |

De-G7

31-Mar-08

&
Elgin-81. Thomas $30,722 $36 584 31-Mar-08 5
Oxford CUPE $30,703 $36,382 3-Den-08 5
Eastemn Onlario CUPE $28,841 532,287 31-Dec-07 4]
Middiegex-London CUBE $27 481 334,314 1-Bar-Of
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AL ACEMENT PUTH B PR Zef [
Thoaps ALPHA WERSITE HOGBNU AfRIL 2y [of
2007 SALARY COMPARIBON Tae 3 5.
PROGHRAM ASSIBTANT %
WHaete
Haalth Unit Union Affiliation | Minimum Saiary | Maximum Salary! End Date |Grid Movement
Chatham-Kent CUPRE 340 588 $43,88C 31-Deng7 3 & 7
Hamifton CUpPE $38,728 342,025 31-Den-08 3 & §
Hamilion CUPE $38.338 543 565 31-Dac-G8 4 & §
Hallburion, Kawartha CUPE $37,752 341 682 31-Dac-08
York Region CUPE $37,000 340,188 34 -Mar-07 3 % &
Lambion CUPE $35,944 341,858 5
Waterioo CUPE $34 853 339,585 31-Dac-{7 3 B 2
Citawa-Carleion CUPE %34.134 $41.838 5
Muskoka-Parry Sound CUFE : 333,778 338,148 & & &
Middlasex-London __QupE $33,862 341,883 30-Mar-08 £ 3
$33,8 $37,528 31-Dec-i7 & 2.
Sl TR v i e & i
Suamgy CUPE $ow,221 $37 227 31-Mar08 8
Elgin-2L Thomas CUPE $3D,722 336,564 31-Mar-(8 5
Oixford SUPE $30.703 $38,382 21-Dac-06 5 # 3§
Eastem Untario CUPE 28,841 $32.297 3-Derl7 | &
Middissex-London CUPE $27 451 $34 314 1-Mar-D8 |
RIOTE

[, oUTPATED ~ ADD 6% To UPDATE To 200€ e4 ¥ 3E 584
Z. QUTDATED - ADD 3% To UPDETE EACH

3. WRerlG§ ipFo «ﬁ%zﬁg g, '
4. WRONG iNFE « Hu 15 Siprcot MUSKaACY Yade, Zoo

EMD DATE Conwmal ISHOT END OF G4 ~MEANING OF 8xD DATE

1% NOT CLEAR .



The Employer's Numbers

HiJ EMPLOYER | ACTUAL
Chatham-Kent 43880 45191
Hamilton 43565 44663
Hamillon 42005 44663
Haliburton 41662 45828
York 40188 43917
Lambton 41858 37583
Waterloo 309585 44080
Ollawa 41836 44600
Muskoka 39148 48355
Middlesex 41953 43207
Perth 37528 38657
Graey Bruce 35836 5836
Sudbury 7827 40308
Elgin - 51, Thomas 368564 40404
Qxford 368382 38257
Lastem 32297 34852
Middlesex 34314 43207

HU EMPLOYER | ACTUAL
Chatham-Kent 43880 45101
Harmilton 43565 44663
Hamilton 42085 44683
Middlesex 41953 43207
Lamblon 41858 37583
Haliburton 41662 45828
Ctlawa 41836 44600
York 40188 43917
Waterloo 39585 44080
Muskoka 38148 46355
Sudbury 37927 40308
Perth 37528 38657
Elgin - 81, Thomas . 38564 40404
Cixford 36382 38287
{srey Bruce 35836 35836
Middlesex 34314 43207
Eastern 32297 34852

*This shows numbers first glven to us from management

compared 1o the actual 2008 wages. This places GBHU
close to the middie of the pack.

“This shows numbers sorted from Max to Bin according 1o

managements own numbars,

Sl
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QW?SMRY COMPARISON

éxﬁ&gsi@‘{éfﬁ c%@ <.,

Health Unit Union Alliglion | Minimum Salary | Maxdoum Salay Endd Date Grid Movement
Chatham-Kent CUPE $40,568 $43,880 31-Deci?
Hamilton CUPE $38,726 42,085 31-Dee-08
Hamillon . CUPE $38,338 $43,5685 31-Dec08
Haliburton, Kawartha CUPE $37,752 $41882 34-Dec-B
York Region CUPE $37.000 $40,188 3i-Mar7
Lamblon CUPE 335,944 $41,858

CUPE . $34.8583 538,585 31-Dec07

CUupE 34,134 41828

CURE $93,772 $33,148

CUPE $33.562 $41.953 30-84ar-08

_ _CL}PE
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This is the comparalor used by the Health Unit Bargaining Team sortad by minfmax

Chatham Kant

Hamilton
Hamifton

kMiddissex-London

Lambion

Haliburton, Kawartha
Otlawa-Cartaton

York Reglon
Watering

Muskaka-Parry Sound

Sudbury
Perth

Eigin-St. Thomas

Oxford
)

,.;,mmm@m% Onidarin

in

$40 568.00

$38,336.00
$38,726.80
$33,562.00
$358,044.00
B37.782.00
$34,134.00
$37.000.00
$34.853.00
$33,778.00
$32,221.00
$33,505.00
$30,722.00
530,703.00

o

$28,841.00

 $36,382.00

max

$43,880.00
$43,888.00
$42.085.00
$41,853.00
$41.858.00
$41.682.00
$41.838.00
$40,188.00
$38.5858.00
$39,143.00
$37,927.00
$37.528.00
$36,864.00

$32.297.00

end date
3-Dec-b7
N-Dec-08
21-Dec-06
30-Mar-08

31-Dec08

31 -Mar-07
I-Rec-Q7

31-Mar-08
31-Dee-07
3 -Mar08

31-Dec-{i7

This grid shows where these HU salaries will be at the end of Dec, 2010
assuming a 3% annual incrasss (corrected end date rates)

min max end dale
Hamilfon $42.838.32  $48,792.80 31-Dec-10
Chatham Kent $44,219.12  $47,820.20 31-Dse-10
Hamilion $43,373.42  $47,148.40 31-Des-i0
Middissex-London 335,875.72 34447018 30-Mar-10
Haliburton, Kawartha $40,017.12  $44,161.72 31-Dee-i0
York Region $46,330.00 $43.802.74 3-Mari0
Waterioo 33708077 34314788 3M-Dec10
Sudbury $35,120.868  $41,340.43 3i-Marif
Perth $36,821.54 54080852 31-Dec-10
Odord 534,387.38 wmﬁ.ﬁw.w% I-Dec-10
GR00 RaeEn on
Elgin-St. Thomas 332,565,382  $38,757.84 31-Mar-10
Easiern Ontario 531, 43888 $£35,203.73 3-lmcid

$42,758.08 average salary

We can'l use these without knowing when thelr contract is ap, bl regardiess
they are higher on the grid than Grey Brucs

Lambion $35,844.00 §41,858.00
Ottawa-Cariaton $34,134.06 $41.836.00
Muskoka-Parry Sound $33,779.00  $38,143.00

c-etel
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2008 Health Unit Wages Anticipating 3% Increase for 2007 Wages

. s < . Comments
Ontario Health Unit Phone V&wﬁw@ * wehicases info received from Collective Bargaining Informmtion Sorvices
. . o e el 2007 wages assuning 3% revedved vis e-mail from Toronto
- 2. S & SN ~ ~ 8 . :
1 {Toronto Public Health 416-392-7401 35,0856.59 Public Healil Bmployes as well as Job Postings
. T c3 s 2007 wages sssumming 3% - currently in negotistions {collective
: o arbme 5.65E-T7 3
2 {Durham Begion Health Department 905-668-T711 51.645.23 areement)
3 iSirscor Muskoke District Health Usit 0572475200 47, 745.6% 12007 wages sssuming 3% (job posting)
4 |Windsor-Essex County Health Linit $19-258-2146 46.508.62 2007 wages assuming 3% - currently in negotiations {collective
i T : - T B agreeraent}
5 {Hatiburton, Kewarths, Pine Ridge District Health Unit | $05-885-9100 45,828.00 12008 wages (job posting)
. . - o g \ 2008 wages received verbally from secrstary {also have
' ~ : %19- ~F . ) j
8§ iChathan-Kent Health Unit 519-352-7270F  45,191.00 Collestive Agreement Jamary 1, 2005 - Beceber 3t, 2007)
7 iNorth Bay Parry Sound DHsirict Health Unit 705-474-14001  45,152.00 {2008 wages*
8 {City of Hamilton, Public Health & Community Services | 905-546-3500 44.663,00 {2008 wages {collective agresment)
8 Otiawa Public Health 613-580-6744 4607000 12008 wages {collectdve agreoment}
10 Region of Waterloo Public Health 510-883-20001 44,080.00 2008 wages {collective agreement)
11 ]York Region Public Health Services 905-895-451 1 43.917.00  j2008 wages {collective agresment}
12 |Middiesex-London Health Unit $19-663-5317 43 207,00 |2008 wages {joh posting)
E Py 3 D VAN 3ar ¢ 5 1a3%1 1 T %
13 |Niagara Region Public Health Department 905.688-3762|  43,134.34 [P0/ wages assuming 3% - corenly in negotiations (sollective
: agreement}
14 iHalton Region Health Department 80582 5-6000 43,072.00 12008 wages {job posting)
15 {Timiskaming Health Unit 705-647-43605 42.280.47 {2007 wages® assuming 3%
16 IRenfrew County and Digwrict Health Usit 613-733-8653 1  41,950.00 12008 wages®
17 |Bigin-St Thomas Health Unit 519-631-9800 41,616.12 {2007 wages - currently in negotiations (collective agrooment)
18 1Sudbury and District Health Unit F05-522-9200 41,517.24 12007 wages® assuming 3%
18 {Wellingion-Dufferin-Goelph Health Unit 519-843-2468 41,278.00 {2008 wages (non-usion salary table}
20 {Brant County Health Unit 519-753-4937 40.648.95  |2007 wages™ assuising 3%
21 [Hastings md Prince Bdward Countics Health Unit §13-966-5580 45,368.00  12008 wages®
>
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2068 Health Unit Wages Anticipating 3% Increase for 2007 Wages

27 {Thunder Bay District Health Usit 847-625-5900 39,994.00 {2008 wages {collestive agreement)

23 iNorthwestern Health Unit %07-468-3147 39,741.52 12007 wages assuming 3% {eotlective agrecment)

24 Peterhorough County City Health Unit FE5-743- 108 39, 28600 {2008 wages?

25 {Oxford County ~ Pubic Health & Bmergency Services | §19-539-98001 3925700 {2008 wages {salury table from collective agreement)

28 (Algoma Peblic Health Usit F05-759-52871  39,257.00 {2008 wages (as por info Fom Porcupine HLD

27 mewom Fromienac and Lennow & Addinglon Fublic 1 o3 046 19301 30.257.00  [2008 wages (collective agreement)

28 Horon County Health Unit 519-482-3416 3887900 12008 wages {vollective agroement)

29 [Porth District Health Usit 5182737600 38,637.00 {2008 wages®

30 |Porcupine Health Unit 705-267-1181 38,489.00 12008 wages {vollective agresment and verbally from union rep)
- - e e tions {eolloctioe

31 |Haldimend Morfolk Health Unit 519-426-6170]  37,622.81 |00 wagee assuming 3% - currontly in negotistions {colfective

pgresment}

37 iLambion Health Unit 519-383-8331 37.583.00 {2008 wages {(collective agreement}

33 {Eastern Outario Health Usit $13-833-1375 37,182.00 {2008 wages {colleclive agreement)

34 iGrey Bruse Health Thait 519-376-9420 36,%11.08 (2007 wages sssuming 3%

35 Leeds, Grenville and Lanark District Health Unit 613-345-5685 35,897.56 2007 wages® sssuming 3%

38 [Peel Public Health SO5-799-7700 {non-ugion} info unatizinable

Average $42,084.29











































