General Guidelinesfor Group Assistant (GA) Tasks - the following list contains types of
common tasks (in varying degrees) performed by the GAs. The goal of this document is to provide
a clear shared understanding of what you can ask of your GA. Faculty may ask their GA to
perform some but not all of the following. Most of the items listed are core support services which
all Faculty receive. Priorities vary depending on the faculty member. However, the more general
priorities & common tasks appear first followed by the less frequently performed tasks.

In addition to supporting up to a dozen faculty members the GAs also support Departmenta.l
Committees, Research Labs, Graduate Students and Visitors.

It should be noted that GAs should not be requlred to perform work that requires a hlgg degree of
specification by the requestor (in terms of requiring a lot of time for the GA to fully understand the
task). Most tasks are 'quick-hit' tasks rather than ongoing, lengthy projects. i

The tasks requested of the GAs must fall within the scope of their job descriptions and regular
workday (6.5hrs per day of total working time)

The approximate turn around times listed indicate that the tasks are expected to be completed
within the specified periods provided that all the necessary information has been provided by the
faculty member to the GA in order to complete the task.

Any large project such as conferences or workshops, or tasks not on the list can be taken on if
approved by the Associate Head and the lead GA.

Any extra time consuming tasks outside of the GAs regular workload may be performed outside of
the GAs regular working day at the discretion of the GA. Funds for overtime must be paid by the
faculty member at the rate of double the regular hourly wage. GAs must inform how they wish to
take the overtime ahead of doing the overtime. Any overtime must be discussed first with the
Associate Head and Lead Group Assistant.

Financial Processing for Faculty/Students
Task Descriptlon

Travel Requisitions, Travel Clearances, Travel Advances,
Requisitions for Payment, Journal Vouchers to UBC departments,
Wire Transfers, Honorariums, Bank Deposits, make copies for file &
Process Financial Requisitions | faculty, file paperwork in an organized fashion.

through SmartForms: *4-5 working days

Confirm processing/status of financial requisitions (when requested)
through the FMIS system & respond.

Confirm status of requisitions GAs do not need to track every requisition in another system.

when requested. *1 day

Upon request, update faculty on account balance.

Account Balances * 1 day

Verify account balance through UBC Faculty Relations, process
UBC Professional application & requisition (Q-req or JV), photocopy, submit & file.
Development Fund Claims *4-5 working days
Grad. Students Travel Fund Prepare & submit documentation to ICICS in order for faculty's PG to

through ICICS & Faculty of be reimbursed. Advise of travel support from FoGS (student




What your Group Assistant (GA) can do for you.

The following is a short list of the most common GA tasks & priorities.

FInanclal Support (Process financial requisitions for Faculty, Students & Vendors: Travel Reqs, Travel
Clearances, Travel Advances, Requisitions for Payment, Journal Vouchers, Honorariums, Bank Deposits,
(obtain necessary signatures, make copies for file & faculty, file paperwork), update faculty on account
balances, confirm status of requisitions when requested, Fac.Professional Development Fund Claims, Grad
Student Travel claims through ICICS & FoGS,

Assist with grant applicatlons

Assign fob access through the Access Control Management System - to faculty, students and visitors

Special lectures & semlinars by visitors (not conferences), local event organization: notification, visitors
schedules, meetings, catering, rooms, AV & travel etc

Appointments & Letter of Invitation for visiting Faculty/PostDocs/Students

Visltor set-up: (access control, e-mail lists, CS account, advise faculty on procedure for space request &
CWL)

Correspondence (prepare formal letters, letters of reference, etc, and forward to institution/organization per
instructions)

Room/equipment bookings for faculty & students

Committee support for Departmental Committees (minutes, webpage, schedule meetings, book room &
AV, distribute information/post to web)

Lab support: liaise with space-admin re work requests through trouble calls & plant operations, attend lab
meetings, booking space & equipment, take notes & post/distribute

Reply to various enquiries by Faculty & Students regarding UBC policies & procedures

General Administrative/Secretarlal/Teaching Support for Faculty (scheduling meetings, booking rooms
& AV, preparing correspondence, photocopying, scanning, email, fax, courier, mail, general proofing, typing,
formatting)

Order non-standard statlonery items, business cards etc., teaching materials, furniture,

Catering for events




Graduate Studies.

processes own application and GA assists).
*4-5 working days

Request Set-Up of new
accounts/PGs

Forward information to Director of Finance.
*2 days

Grant Applicationsfor Faculty

Grant application support
(NSERC & other funding
sources)

Assist in grant preparation: print/copy/collate, obtain Head's
signature, forward to ORSIL for signature, make arrangements to
get the signed copy back, make necessary copies, submit by
courier to the granting agency and ensure deadlines are met,
(assisting with typing if necessary).

*Head'’s signature — GA acts the same day —may be delayed by
the Head.

*ORSIL signature — same day or 1 day turnaround

*other grant assistance—deadline provided by Faculty member

Committees

Departmental Committee
support

Attending meetings, taking notes/minutes, posting minutes to web,
assists in maintaining & updating the Committee's webpage (web
updates using Contribute only), arranging meeting schedule,
booking room, booking AV

*minutes -1 week, web updates 5 days, scheduling e-mail 1 day,
other tasks based on date of next meeting

Various Support for Faculty
Schedule meetings, arranging couriers, scanning, typing,
preparing correspondence, formatting, printing, faxing,
General photocopying, mailing, filing.

secretarial/administrative,
teaching support

*scheduling 1 day, courier —same day(enough notice needs to be
given by faculty member, i.e. in the a.m.), other tasks one day or
by the deadline given by the Faculty member

AccessControl for Faculty, Studentsand Vistors

Access control & key requests

Obtain the necessary authorizations from faculty, assign fob
access to faculty, students and visitors through the access control
system for CS roles & liaise with ICICS for assignment of ICICS
roles. The GA for the tech-staff (space committee) issues key
request forms for office keys.

*1 — 1 ¥ days with necessary authorization

Appointments(Faculty/Visitor)

PostDoc Appointments

Process appointment through Faculty Relations, process salary
documentation, request office space, access control & key
requests, subscribe to appropriate dept & lab mailing lists (sets up
own CWL & CS account).

*4-5 days or ASAP with necessary information from Faculty
member, usually time sensitive.

Appointments for Visitors

Process letter of invitation & appointment through Faculty
Relations, process salary documentation, request office space,
access control & key requests, set-up CWL, CS user account,
subscribe to appropriate departmental & lab mailing lists.

*4-5 days or ASAP with necessary information from Faculty
member, may be time sensitive




Advising on Policles

Advises visiting faculty, research associates, postdocs & visitors to
the department on Departmental & UBC policies & procedures.
*1 day or in the moment. (if answer is not known, seek information

Visitors & reply within 2-3 days)
General/Secretarial
Assists in preparation of formal letters (including letters of
reference, expense claims, reports) and forwards to the relevant
institution or organization.
Correspondence * 1-2 days or based on the deadline by Faculty member
Events

Special Events & Seminar
Support

On-campus arrangements such as: booking location & arranging
access, sending out announcement, ordering catering,
coordinating AV, arranging meetings. For major events planning
needs to begin 6 months prior. Preparation time varies based on
the size of the event.

*priority — venue-minimum of 3 months prior, invitation 2 months
prior, catering one month prior, meetings 2-3 weeks prior, AV 1-2
weeks prior

Lecturesfor Dept/Research Group

Guest Lecturers

Announcement, scheduling daily meetings & program, catering,
room & AV booking.

*announcement 2 weeks prior, then reminder 1 day prior,
book location within 2 days of request, meetings & program
2 weeks prior, catering 1 week prior, AV 1 week prior

Booking Equipment and M eeting Rooms

Room & AV bookings for
faculty & students

Room bookings within the CS building or on campus,
arrangements for access to space and equipment.

* 1-2 days

E-Mail Ligts

e-mail lists for dept & lab:

Majordomo Lists: subscribe new Grads/Faculty/Visitors to appropriate
lab or group lists.

*1-2 days

Maintenance of Lab & Research Spaces

Maintenance of labs & research
spaces

Advise the facilities manager or space-admin regarding lab/building
problems or deficiencies, liaise with Plant Operations or Trouble Calls
for lab work requests.

*emergency calls -immediately, non-emergency 2-3days

Vidting Lecturer - Travel

Travel arrangements for Visiting
Lecturers

Liaise with travel agent for flight reservation & other requirements,
reserve local accommodation using corporate/educational discount
rates at hotels (preference is for traveler to deal directly with agent).

*e-mail agent within 1-2 days, book accommodation 1-2 days




(accommodation for the purpose of the visit to the dept. e.g., for |
one week length of stay).

Ingructor & Faculty Support

Teaching support

photocopying handouts, exam papers, transparencies, help schedule
TA meetings

*1 day

Lab M eeting Support

Lab/Research Group Meetings:

Arrange and attend meetings, call for agenda items, take minutes,
post and/or distribute.

*arrange meeting — send e-mail within 1-2days, e-mail for
agenda items 1-2 days, minutes 2-3 days optimum or before the
next meeting, post on web or distribute by e-mail 1 day after
completion.

Lab Resources

Management of Lab Resources
(space & equipment)

Scheduling Lab equipment & space. Administering equipment loans
for minor equipment and scheduling/booking lab space.

*reply to requestor in 1-2 days

Catering

Catering arrangements for special events.

*minimum of 4-5 days prior to event (UBC food services
Catering requires a minimum of 3 working days).

Miscellaneous (work-related) Enquiries

Reply to misc. enquiries

Fielding questions by visitors, faculty & students.
*based on the nature of the request, urgent 1-2 days, non-urgent

3-5days.

Research Group Website

Research Group Website

Assists in preparing information, posting documents, maintaining &
updating the primary research group's website using Contribute (not
html).

*1-2 weeks or sooner

Non-Standard Stationary &

Supplies

Order non-standard stationery
items or office supplies, business
cards & lab supplies

Faculty need to give item specification/code number & company nams
and contact for non standard stationery or supply orders.

*1-2 weeks or sooner

Travel - Faculty

Travel arrangements for Faculty

The GA initiates the first contact with travel agent by forwarding the
faculty members requests. Faculty need to coordinate their own travel




arrangements. The travel agent should reply directly to the traveler.
GA should not be booking travel as they are not trained to do so --the
Travel Agents are qualified.

* 1-2 days

Proofing
Basic proofing (not editing) of documents. Advanced proofing &
editing is provided by the ICICS Editorial Assistant (for ICICS
members & their Graduate Students).

Proofing * 1-2 days based on the length of the document.

Graduate Student | nformation/Database

Maintain a list of current students & supervisors, track desks, etc
Maintain Grad Student database]* 1-2 weeks or sooner

Occasionally Do
Responds to written & in-person enquiries on behalf of Faculty
Enquiries member. S
Reception Reception - back up front office for department
May perform but are not usual:

GA may distribute paper to be reviewed by mail/courier, send e-mail
reminders, collect confirmations or completed reviews, however it is
Assisting with Editorial Tasks |the faculty member's responsibility to direct & instruct the GA.

Due to various reasons including uniformity, these issues should go
through the grad or undergrad administrators or their assistants. The
GAs may assist as a last resort when both of the Grad/Undergrad
Incidents of cheating Administrators or Assistants are absent.

May assist with but are not responsiblefor:

Verifying salary commitments with Grad. or Undergrad. areas (undergrad or grad areas process
appointment forms)

DO NOT PERFORM

transfers between accounts i.e DACCRI, chargebacks
etc, closing accounts, clearing commitments, in-depth

Sandra Finance queries.
The faculty are expected to monitor & track their own
Sandra Finance rants.

Ming/Lab Tech Equipment Purchasing & |Tech Staff (purchases & quotes by Ming, maintenance




Maintenance by tech staff or lab techs).

Space-admin

space issues or requests go through the Space
Space allocation Committee at space-admin@cs

Kayla

General Supplies Ordering of general stationary items

Student Services

Student Appointments Undergrad & Grad appointments

Student Services

Done by Registrars Office, Disability Resources
Exam Invigilation Centre, TA, Grad or Undergrad Secretaries

UBC departments
or Travel Agent

Faculty or Visitor
Accommodation over 1-2

weeks, no
vacation/personal, no Resources: UBC Housing, UBC Conferences &
student arrangements. No [Accommodation, Travel Agent. GA may provide

childcare, banking, etc. students with a list of web links.

Great willingness to assist, organizing, chasing up, assisting, advising or referring

Talents to appropriate area/person
Word, Excel, Adobe Acrobat, dtcm-department calendar manager (scheduling
program), Contribute (web posting application), Meeting Manager, e-mail
Skills program, ACMS —Access Control Management System.
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