




























































































APPENDIX"A"

EFFECTIVE March 1, 2026

CATEGORIES, CLASSIFICATIONS AND SALARIES
(Note: increases in wages shall be at an equivalent percentage as the President
and Dispatcher each year of the three (3) year term, 2024 — 2026.)

Marine Workers' and Boilermakers' Industrial Union Local 1

APPENDIX "A"
Effective March 1, 2026 + 4% (with COLA up to 5%)
START 6 MTH 12 MTH
CATEGORY 1:
Weekly $1,222.22 $1,244.99 $1,269.36
Hourly $37.61 $38.29 $39.06
Casual/Temporary $39.06
CATEGORY 2:
Weekly $1,370.82 $1.411.70 $1,423.00
Hourly $39.43 $40.20 $40.91
Casual/Temporary $40.91
CATEGORY 3:
Weekly $1.352.68 $1,376.22 $1.400.19
" Hourly - $41.62 $42.35 $43.08
Casual/Temporary $43.08
CATEGORY 4:
Weekly $1,412.80 $1,436.76 $1,460.34
Hourly $43.46 $44.21 $44.94
Casual/Temporary $44.94
CATEGORY 5:
Weekly $1.471.71 $1,495.68 $1,519.66
Hourly $45.28 $46.03 $46.76
Casual/Temporary $46.76
CATEGORY 6:
Weekly $1,579.40
Hourly $48.60 $48.60 $48.60
Casual/Temporary $48.60
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APPENDIX "B"

JOB DESCRIPTIONS

The following job descriptions are intended to describe the type of work performed within the
six categories. The titles are not intended to restrict the Employer's ability to transfer a worker
to other titles within a category or even other categories in order to maximize the use of a
workers' time. This transferability shall not be construed to mean that a worker will be able to
perform all the work itemized under other titles within a category.

These descriptions cover workers employed in Union offices, Welfare and Pension offices or
Apprenticeship offices.
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CATEGORY 1

Clerk 1
A worker under direct supervision, whose duties may include:
e typing envelopes and lists;
e sorting and collating material;
e mail distribution;
e answering telephones (excluding PABX);
e operating office equipment (level 1).

Qualifications: Grade 10 or six (6) months' office experience.
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CATEGORY 2
Level of Work: No word processing, only data entry; using spread-sheets to do data entry only.

Clerk II
A worker, under supervision, whose duties may include:
e typing stencils, letters and reports from draft copy;
operating a telephone switchboard;
e acting as a receptionist;
operating office equipment (levels 1 & 2).

Qualifications: - Grade 11 or six (6) months' related experience including the use of some related
Level 1 and 2 equipment.

Data Entry Clerk I
A worker, under supervision and with no previous experience or training, whose duties may
include:

e copying data input to a computer, punch cards or magnetic media from prepared and

balanced lists or reports;

e operating keypunch, terminal verifying, bursting, decollating or sorting machine;

o performing clerical duties in sorting, filing and maintaining card files;

e assisting in other data processing clerical duties.

After not more than six (6) months' service, the incumbent will automatically proceed to the six
(6) month step of Data Entry Clerk II.

Qualifications: Grade 11 or six (6) months' related experience including the use of some related
Level 1 and 2 equipment.
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CATEGORY 3
Level of Work: W.P.O. I — basic word processing

Clerk-Stenographer
A worker, with or without supervision, whose duties may include:
o taking dictation — shorthand/stenotype/dictation;
transcribing dictation;
maintaining files; ‘
locating information from files;
receiving cash at counter and issues receipts;
operating office equipment (Levels 1, 2 and 3);
maintaining enrolment records in a Health and Welfare Office (tasks outlined in
Appendix "C");
e receiving and responding to routine office enquiries by phone; at counter or by
correspondence (pre-set form letters).

Qualifications: Grade 12 plus six (6) months' related experience including the use of some
related Level 3 equipment.

Data Entry Clerk II
A worker with previous experience or training, with or without supervision, whose duties may
include:

e copying data input to a computer, punch cards or magnetic media, from prepared and

balanced lists or reports; .

e operating keypunch, terminal verifying, bursting, decollating or sorting machines;

o performing clerical duties in sorting, filing and maintaining card files;

e assisting in other data processing clerical tasks.

Qualifications: Formal data entry training or twelve (12) months' related experience.

‘Word Processing Operator 1 (Memory Typewriter, Level 3)
A worker who has a thorough knowledge of word processing procedures, the specific capabilities
of the equipment and its applications to the work.

The position requires periodic training on the updating of the equipment. All work is subject to
checking to ensure compliance with established standards of performance.

Duties may include typing a variety of materials, such as:
e lengthy and complex documents;
technical material;
figures;
form letters and forms;
revising materials according to editing instructions.

This equipment shall not be used by the incumbent to perform any of the following: data

communication, financial/accounting/bookkeeping, mathematical or statistical applications.

Qualifications: Grade 12 plus six (6) months' related experience including the use of a personal
computer used for basic word processing.
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CATEGORY 4
Level of Work: W.P.O. 2 — intermediate: sort, merge, tables, columns

A worker who is required to perform a variety of office operations with or without supervision.
The work generally involves all phases of routine office duties, including bookkeeping and allied
machines. The use of independent judgement relating to Employer's direction is required.

Secretary
Duties may include:

e acting as a secretary to one or more persons;
e taking minutes of meetings in shorthand or by stenotype, or similar machines;
e answering questions and supplying information as directed by Employer.

Qualifications: Grade 12 plus two (2) years' related experience or successful completion of a
recognized secretarial program plus one (1) year's related experience.

Assistant Bookkeeper
Duties may include:
e performing basic bookkeeping;
preparing invoices and bills;
receiving dues and incoming cash from the membership at desk or window or by mail;
examining and counting money;
writing receipts;
entering receipts on cards or other records;
making change;
cashing cheques.

Under Supervision:
e maintaining membership records;
e posting to ledger, cash book; journal or file cards;
e setting up and keeping simple bookkeeping records as directed.

Qualifications: Grade 12 plus two (2) years' related experience or successful completion of
basic bookkeeping courses plus one (1) year's related experience.

Clerk IV
A worker in a Health and Welfare Office whose duties may include: (tasks outlined in
Appendix "C")

e maintaining hour bank and contribution records;

e answering member and Employer enquiries;

e validating claims for payment.

Qualifications: Grade 12 plus two (2) years' related experience or successful completion of an
office systems program plus one (1) year's related experience.
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Data Control Clerk
A worker, with minimal supervision, whose duties may include:
e receiving and compiling data processing material such as:
Employer reports;
hour bank records;
union dispatch information;
other applicable reports.
preparing all complicated cash and cheques for deposit;
compiling inflow and storage of data processing tapes, discs, etc.;
preparing any special reports and assisting with keypunch duties when required;
performing other clerical and data processing functions as may be assigned.

Qualifications: Grade 12 plus two (2) years' related experience or formal data control training
plus one (1) year's related experience.

Word Processing Operator II (Equipment, Level 4)
A worker whose duties, in addition to those of Word Processing Operator I, may include:
e operating personal computers and related peripherals, i.e. page readers, sheet feeders
or line printers to utilize basic and advanced features of specialized word processing
software;

e producing a wide variety of materials including the use of statistical, mathematical or
financial applications.

Duties under this category may include acting as a Dispatcher
e supplying job information to Employers and Union members regarding filling job
vacancies, available manpower, wage rates;
receiving requests from Employers for help;
dispatching members to job sites;
providing job'location and contact name to member;
checking dues paid and member in good standing as directed by Employer;
maintaining manual or computerized dispatch records.

Qualifications: Grade 12 plus two (2) years' related experience or successful completion of
word processing courses plus one (1) year's related experience.
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CATEGORY 5

Level of Work: W.P.O. 3 — advanced: math columns; writing macros; designing and
implementing spread-sheets; manipulating but not writing d base.

Confidential Secretary
e acts as a confidential secretary to one (1) or more persons;

o takes minutes in shorthand, or by stenotype or similar machine, of meetings, e.g.
Executive Board, Trustees, in-camera;

e answers questions and supplies information.

Qualifications: Grade 12 plus three (3) years' related experience or successful completion of a
recognized secretarial program plus two (2) years' related experience.

Bookkeeper

A worker who keeps a full set of books for recording Union transactions and/or whose work
involves some of the following:

e preparing payrolls, banking, filing, etc.;

stenographic work and a variety of office duties;

posting and balancing subsidiary ledgers, cash books and journals;
‘journalizing transactions where judgement is involved as to accounts affected;
posting ledgers and trial balances; ‘

may also prepare accounting statements as directed by the Employer;

this work may be done either manually or with a computer.

Qualifications: Grade 12 plus three (3) years' related experience or successful completion of
bookkeeping courses plus two (2) years' related experience.

Clerk V o

In a Health and Welfare office may perform all, or a majority of tasks in Clerk IV (see Appendix
"C" for tasks), plus:

e assuming full responsibility for keeping a set of records to record benefit plan
transactions;

e investigating complex claims;
e recommending settlement payments regarding members/money or hours.

The above duties would be similar in complexity to the work of a bookkeeper.

Qualifications: Grade 12 plus three (3) years' related experience or successful completion of an
office systems program plus two (2) years' related experience.

Research Assistant
A worker, with or without supervision, whose duties may include:
o researching information as requested by staff representatives and full-time officers.

This may include economic and statistical analytical reports such as briefs for arbitration,
educational material, etc.

Research is done within established Union policy guidelines.
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Qualifications: Grade 12 plus three (3) years' related experience or successful completion of
related post secondary or trade union courses, plus two (2) years' related
experience.

Word Processing Operator iii (User programmable control)
A worker who, in addition to the duties of Word Processing Operator II, uses a manufacturer

supplied programming language to develop or write programs to do the various application
functions required.

Qualifications: Grade 12 plus three (3) years' related experience or successful completion of
word process courses plus two (2) years' related experience.

Computer Operator I
A worker who has a basic knowledge of the operating system of a micro-computer and operates
a micro-computer using e.g. PC DOS, MS DOS, OS/2, PS/2 and peripheral equipment in the
preparation and processing of a variety of reports, records, statistics, statements or related
material and where applicable:

o takes responsibility for the validity of data submitted and the accuracy of processed
material;
executes backup procedures and maintains accuracy of the backup library.
takes responsibility for the start up and shut down procedures of the computer.
maintains and cleans equipment to manufacturer specifications.
co-ordinates operations of input, backup and month-end runs, etc. to ensure a smooth
flow of work and the efficiency of operations;
e monitors program runs and determines equipment failures;
e corrects those of a routine nature;
e rearranges operations sequence steps to maintain operating efficiency.

NOTE: Basic knowledge is understood to mean the interactive use of not more than forty (40)
commands, and to explicitly exclude knowledge of programming of the configuration or
batch files, and to further exclude the use of system Editors, Debug Utilities, or
Programming Languages.

Qualifications: Grade 12 plus three (3) years' related experience or successful completion of a
certificate program in computer systems plus two (2) years' related experience.
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CATEGORY 6
Level of Work: d base, Fox Pro, Paradox etc., design, implement

Computer Operator II-Programmer
A worker who, in addition to the duties of Computer Operator I, has considerable
knowledge of a computer or computer network, the principles and practices of data base
management as related to the access and retrieval of information or has experience or training
in the programming language in which the application programs are written and who performs:
e liaison with other departments to determine their new needs;
e liaison with analysts to determine better methods for current work or best methods
for new work;
e editing, under supervision or instruction of analyst, major applications programs;
e writing or editing, with or without supervision, minor applications programs;
e planning, organizing, controlling computer operations and all related duties, with or
without supervision.

Qualifications: Grade 12 plus four (4) years' related experience or successful completion of a
diploma program in computer systems plus one (1) year's related experience.

Desktop Publisher

A worker who, in addition to the duties of Word Processing Operator III, has advanced
knowledge in the use of specialized software, (e.g. Ventura, Pagemaker) to prepare camera-
ready work, such as but not limited to:

e kerning

e lay-out

e specialized graphics, other than Clipart

e photographic percentage scale reductions, typography
POSTSCRIPT Printing/Programming

e a"Draw" program such as Corel or Illustrator

NOTE: This is not to assume that the use of Ventura simply as a Word Processor qualifies at
this category.

Qualifications: Grade 12 plus four (4) years' related experience or successful completion of
desktop publishing courses plus two (2) years' related experience.

General Assistant

A worker who, in addition to his/her regular duties, has responsibility for such things as:
e allocation of work
e setting priorities of workload
e training new employees

NOTE: The General Assistant would be entitled to the Supervisor Differential.
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APPENDIX "C"

HEALTH AND WELFARE/BENEFIT PLAN OFFICES — TASK LIST

CATEGORY 3
Clerk-Stenographer

Maintain enrolment records:

set up file for new contributors.

record changes of address/dependents/coverage on cards or enter into computer.
advise carriers of changes.

update information system regularly to remove inactive members.

CATEGORY 4

Steno-Bookkeeper
Perform any of the following:

1. Maintain hour bank and contribution records for benefits and pension plans.

e receive, check, batch and enter Employer remittance reports into computer or post
manually. -

calculate pension benefits and enter into computer or ledger.
receive self-payments, check and enter into computer or ledger.
deposit funds received.

process reciprocal transfer or hours.

balance hour bank accounts.

e prepare status reports on a regular basis.

2. Answer member enquiries/Employer enquiries.
e provides information in regard to non-routine enquiries.

3. Validate claims for payment.
e determine eligibility of claimant for benefits.
e check receipts.
e check calculations.
e prepare payment documents.
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LETTER OF UNDERSTANDING No. 2

BETWEEN: Marine Workers and Boilermakers Industrial Union, Local #1

AND: MoveUP

(Canadian Office and Professional Employees Union, Local 378)

HOURS OF WORK

(a) Clauses 7.01 through 7.03 will be renewed. It is clearly understood that the Union may
pursue additional changes in existing hours of work pursuant to the "NOTE" under clause

703

(b) Any existing arrangements providing for a four (4) day work week or a nine-day fortnight
(or such arrangements agreed to during the term of the Collective Agreement) will not be
changed during the term of the collective Agreement except by mutual agreement between
the Employer and the Union. This undertaking is to be incorporated into a Letter of

Understanding between the Parties.

SIGNED ON BEHALF OF THE EMPLOYER SIGNED ON BEHALF OF THE UNION
Party of the Second Part;

Party of the First Part;

Fred Simmons, President

Phillip Bargen, Union Representative

PB/hb: USW2009
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LETTER OF UNDERSTANDING No. 4

BETWEEN: Marine Workers and Boilermakers Industrial Union, Local #1

AND: MoveUP d.b.a
Canadian Office and Professional Employees Union, Local 378

“

The Parties agree that Employers who choose to exercise their option in accordance with Article
12.03 to pay rates above those specified in Appendix “A” w111 notify the Union by letter of the
rates paid to their employees.

If it is the intention of the employer to hire an employee whose duties fall outside the existing
classifications contained in this agreement, the employer must notify the union before hiring.

SIGNED ON BEHALF OF THE EMPLOYER SIGNED ON BEHALF OF THE UNION
Party of the First Part; Party of the Second Part;

Fred Simmons, President Phillip Bargen, Union Representative

PB/hb: USW2009
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LETTER OF UNDERSTANDING No. 5

BETWEEN: Marine Workers and Boilermakers Industrial Union, Local #1

AND: MoveUP d.b.a
Canadian Office and Professional Employees Union, Local 378

The Parties agree that any increases to the Pension contributions or improvements to Health
and Welfare benefits that are negotiated for the renewal of the Master Office Agreement — Trade
Union Offices will be applied equally for the employees at Marine Workers & Boilermakers
Industrial Union Local 1.

Effective March 1, 2023, an additional $0.30 per hour will be paid into the Pension Plan.

Effective March 1, 2024, an additional $0.30 per hour will be paid into the Pension Plan.

Effective March 1, 2025, an additional $0.30 per hour will be paid into the Pension Plan.

Effective March 1, 2026, an additional $0.30 per hour will be paid into the Pension Plan.

SIGNED ON BEHALF OF THE EMPLOYER SIGNED ON BEHALF OF THE UNION
Party of the First Part; Party of the Second Part;

“Fason Hanos, President Rlchar\d ‘V'an Grol, Union Representatlve

Amended May 30, 2025.

PB/hb: USW2009
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