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WORKING AGREEMENT

This agreement is entered into this August 24, 2017, between the Capital Area United Way,
hereinafter referred as the "Employer” or "United Way" or "CAUW?" or "Capital Area United
Way," and Office and Professional Employees International Union, Local 459, its successors or
assigns of the American Federation of Labor and the Congress of Industrial Organizations,
hereinafter referred to as the "Union," “OPEIU,” the "Unit", or the "Bargaining Unit."

No provisions, terms or obligation of this agreement shall be affected, modified, or changed in
any respect by any change in the legal status, management, or location of the Employer.

Effective on March 28, 2013, as a result of Michigan Public Act 348, the provisions of Article 1,
Section 3 requiring membership in good standing as a condition of employment shall not be
applicable. The Union and Employer further agree that if Michigan Public Act 348 shall be
nullified the provisions of Article 1, Section 3 shall become a binding provision in this
Agreement immediately on the effective date of nullification.

ARTICLE 1 - RECOGNITION

SECTION 1 The Employer recognizes the Union as the exclusive bargaining agent on
matters of wages, hours of work, and conditions of employment for the
following employees as provided for in the certification numbers R71-
1378 and R71-J-396 by the Bureau of Employment Relations, Department
of Consumer & Industry Services: all Department Associates, Senior
Department Associates, all full-time and regular part-time Administrative
Staff, typist-central services and general posting clerks, excluding
supervisors, labor staff representatives, confidential employees, executive
employees, bookkeeper, guards and all other employees.

SECTION 2 All new professional and Administrative employees shall be probationary
employees for the first 90 calendar days of their employment. There shall
be no responsibility for re-employment of probationary employees if they
are laid off or discharged during this period. Nor shall such employees be
covered by any of the terms or provisions of this agreement with the
exception of the agreed salaries, benefits and the working rules. After the
pericd of probation is completed, the names of the probationary
employees shall be placed on their respective seniority list and they shall
be required to become members of the Union.

SECTION 3 All employees who are members of the Union on the date of this
agreement as executed and all employees who thereafier join the Union
shall, as a condition of their employment, maintain their membership in
the Union. Employees hired, rehired, reinstated or transferred into the
Bargaining Unit after the effective date of this Agreement and covered by
this Agreement, shall be required, as a condition of employment, to
become members of the Union for the duration of this Agreement upon
completion of their probationary period.



SECTION 4 The Employer agrees to use the designated symbol of the Allied Trades
Printing Union Label - AFL-CIO or the OPEIU label, on its general
campaign material.

SECTION 5 The Employer will notify the Union of the status of all bargaining unit
employees of CAUW at the time of hire. This list shall include: seniority,
salary levels, and benefits for all bargaining unit employees, probationary
period information and other information as it relates to the bargaining
unit on a request basis.

SECTION 6 Meetings for the purpose of conducting union business is to be held on
non-work time which may include taking vacation, floating holiday or
personal time. Management will cover the phones and reception area to
allow union business to be conducted over the employee’s lunch hour.

ARTICLE 2 - PART-TIME AND TEMPORARY EMPLOYEES

SECTION 1 Part-time seniority employees shall be employees who are hired on a
permanent basis to work less than the hours as agreed on in Article [V,
Section 1, and shall be granted benefits hereunder on a pro-rated basis.

SECTION 2 A temporary employee shall be one who is hired on a temporary basis not
to exceed three (3) months unless such time is extended by mutual
agreement between the Employer and the Union. Temporary employees
shall not be hired or retained if they deprive regular part-time or seniority
employees of their regular straight time earnings. A temporary employee
shall not work more hours than seniority employees in any one-week
unless seniority employees refuse overtime offered.

SECTION 3 Temporary and/or part-time employees shall not be paid at an hourly
salary higher than bargaining unit employees within the same position or
comparable job classification,

ARTICLE 3 - CHECK-OFF

SECTION 1 Check-Off - The Employer agrees that it will deduct Union membership
dues and initiation fees from the pay of any employee member who shall
furnish to the Employer written authorization for such deductions. United
Way and Union dues deductions will be included on employees’ W2
forms,

SECTION 2 Deduction Dates - All deductions shall be made from the first pay of the
month. In the event that an employee is absent from work for that week
without pay, the deduction shall be made from the first pay of the
following month, together with the deduction for that month.



SECTION 3

SECTION 4

SECTION 1

SECTION 2A

SECTION 2B

Remittance Dates - All sums so deducted shall be remitted to the
Secretary-Treasurer of OPEIU Local 459, AFL-CIO, within fifteen (15)
days afier such deductions are made. In the case of an error in check-off,
proper adjustment will be made by the Union with Employer or employee.

The Union shall indemnify and save the Employer harmless against any
and all claims, demands, suits, or other forms of liability that shall arise
out of or by reason of action taken or not taken by the Employer in
reliance upon the warranty and representation by Union herein and such
authorization.

ARTICLE 4 - HOURS OF WORK

COMPENSATORY TIME OFF - OVERTIME - HOLIDAYS

March 1 through August 31 - the normal full-time workweek shall consist
of 35 hours. The normal full-time workday will be seven (7) hours during
this period, from 8:30 a.m. to 4:30 p.m. Part-time employees’ regular
schedules shall be less than the above.

September 1 through February 28 (or 29} - the normal full-time workweek
shall consist of 37 1/2 hours. The normal full-time workday will be seven
and one half (7 1/2) hours during this period, from 8:30 a.m. to 5:00 p.m.
Part-time employees’ regular schedules shall be less than the above.

An unpaid lunch period of one hour shall be given each day. Employees
should record for meal breaks of 30 minutes or more where no job duties
are performed.

These times may be changed by mutual agreement between the employee
and the Employer, and may include Saturday to complete the normal hours
in the normal workweek.

Time and one-half (1 1/2} shall be paid for all hours worked in excess of
forty (40) hours in any one week by Administrative staff. This applies
also to Department Associate level staff whose job duties test indicate they
are non-exempt from overtime. Straight time shall be paid for the hours
worked over seventy (70) or seventy-five (75) hours depending on the
normal work schedule and up to eighty (80) hours per pay period.

Compensatory time off at the rate of one (1) hour for (1) hour shall be
granted to Department Associates who are exempt employees, for
additional hours exceeding the normal workweek, thirty-five (35) or
thirty-seven and one-half (37 1/2) hours, whichever is applicable. Any
additional hours worked in excess of six {6) hours above a regular
scheduled work week needs prior approval. Compensatory time earned
shall be used by the end of the following quarter.



SECTION 3

SECTION 4

SECTION 5

SECTION 6

SECTION 7

SECTION 8

SECTION 1

SECTION 2

Senior Department Associates who are exempt employees may use flex
time to make up time they are absent from the job in lieu of using benefit
time if the time is made up within the pay period.

Administrative Staff will be paid double time for Saturday hours that
result in exceeding 40 hours in the workweek and for all hours worked on
Sunday.

All overtime work shall be distributed among all Administrative Staff
equally wherever practical.

All overtime shall require prior supervisor approval.

Each Administrative and professional employee shall receive a fifteen (15)
minutes rest period in the morning and a fifteen (15) minute rest period in
the afternoon, which shall be considered time worked.

Paid holidays at straight time will be the following: New Year's Day;
Memorial Day; Martin Luther King, Jr. Day; Independence Day; Labor
Day; Thanksgiving Day; Friday after Thanksgiving; Christmas Eve Day;
Christmas Day; New Year's Eve Day (or days normally designated as
these days). Employees will not be required to work on these holidays. In
addition to the above listed holidays, seniority employees shall be granted
two (2) floating holidays each year, such day to be mutually agreed upon
by the Employer and the employee. Floating holidays will be utilized by
the end of the calendar year in which they are earned.

The office will be closed between Christmas Day and New Year’s Eve
Day.

If the holidays listed above fall on a Saturday or Sunday, either the
preceding Friday or the following Monday shall be observed as the
holiday.

ARTICLE S - SENIORITY
All new professional and Administrative staff shall acquire seniority after
ninety (90) calendar days from the date of hiring at which time their
seniority shall be retroactive to the date of hire.
Seniority rights shall be lost for the following reasons:
A. The employee quits or retires;
B. [f the employee fails to report to work within five (5) working days

after being notified by the Employer by registered mail or by
certified mail of a recall for work;



SECTION 3

SECTION 4

SECTION 1

SECTION 2

SECTION 3

SECTION 4

SECTION S

C. If the employee has been laid off, or for any other reason, shall not
have worked for the Employer for a continuous pertod equal to his
or her seniority or a period of two (2) years, whichever is less,
except as provided in Article IX, Section 5, or Article X, Section 6;

D. If employee is discharged for just cause.

An employee shall notify the Employer of any change of address within
five (5) days after such change has been made effective. The Employer
shall be entitled to rely upon the address shown on its records for all
purposes including notices herein.

All employees covered by this Agreement shall be placed on their
respective seniority list and seniority shall be office-wide by
Administrative staff and office-wide by Department Associates and Senior
Department Associates. The Employer shall provide the Union with
complete seniority lists, including positions and salaries, annually or upon
request,

ARTICLE 6 - GRIEVANCE PROCEDURE

Statement of Purpose - The parties intend that the grievance procedure
shall serve as a means for the peaceful settlement of disputes as they arise.

Definition - “Grievance” shall mean a complaint by an employee or a
group of employees based upon an event, condition or circumstance under
which an employee works, allegedly caused by a violation,
misinterpretation or discriminatory application of any provision of this
agreement. A grievance can also relate to issues of policies, past practice,
and local state and federal laws. Any grievance filed shall refer to the
specific contract provision or provisions alleged to have been violated, and
it shall adequately set forth the facts pertaining to the alleged violation. It
is the intent of this section that the employee or employees filing a
grievance would apprise the employer of the facts of the grievance.

The employees shall elect an office steward and alternate steward who
shall represent them in the handling of all grievances. The steward and/or
alternate steward will investigate grievances, investigate problems which
may result in grievances, and process grievances under the grievance
procedure.

The Employer shall designate an official who shall meet with the Union
for the purpose of settling grievances. To facilitate an interruption-free
environment, a meeting room will be provided for the first and second
steps of the grievance procedure.

All grievances shall be subject to the following grievance procedure:
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SECTION 6

SECTION 7

s All disputes or grievances will be taken up orally with the
appropriate supervisor or the designated supervisor, with or
without the steward present at the request of the employee, within
five (5) working days of the employee becoming aware of the
dispute or alleged violation of this Agreement. The supervisor will
provide an answer tn writing within five (5) working days of the
oral grievance presentation. If a satisfactory settlement is not
reached, the employee shall put the grievance in writing. (Group
grievances will be signed by all affected members of the group or
their steward.)

2; Within ten (10) working days of the written answer by the
supervisor in step 1, the steward shall meet with the President /
CEO or designee to present and discuss the written grievance.

3. The President / CEO or designated official shall render a written
decision within five (5) working days.

4, If satisfactory settlement is not reached afier Step 3, the grievance
may be submitted to arbitration, within thirty (30) calendar days,
by written notice given by the Union, to the employer and filed
with the Federal Mediation and Conciliation Service.

Selection of Arbitrator - If a timely request for arbitration is filed, a panel
of arbitrators shall be obtained from the Federal Mediation and
Conciliation Service. The arbitrator shall be selected by each party
alternately striking a name from the list. The remaining person shall serve
as the arbitrator.

Both parties agree the hearings are to be governed by the Voluntary Labor
Arbitration Rules of the American Arbitration Association and the
decision of the arbitrator shall be final and binding upon both parties. The
cost of arbitration shall be borne equally by the Employer and the Union.
The arbitrator shall in no way change, amend or modify any provision of
this Agreement.

A grievance must follow Steps 1-4. If the employer or the bargaining unit
does not answer within the timeline provided by the first 3 steps, the
grievance shall move to the next level. Step 4 requires the union to
affirmatively move the grievance forward to arbitration.

Time limits in al! steps of the grievance procedure may be extended by
mutual agreement.

Exceptions to following the steps of the grievance procedure may be made
only by mutual agreement between the Union and the Employer.

No grievance, verbal or written, withdrawn or dropped by the Union or
granted by the Employer prior to Step 3 of Section 3, will have any
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precedent value. The Union shall be informed of all settlements where the
grievance procedure has been specifically involved.

SECTION 8 The aggrieved may be present at any or all stages of the grievance
procedure.
SECTION 9 Information regarding the specific grievance or a potential grievance

relating to this agreement will be provided to the steward upon request
within ten (10) working days.

SECTION 10 A grievance protesting the discharge of a seniority employee shall begin at
Step 2. The meeting with the President / CEO or his/her designated
official shall be held within two {2) working days.

SECTION 11 In the event a discharged employee is reinstated he/she shall be reinstated
in accordance with the agreement reached with the arbitrator,

SECTION 12 If the employee remains discharged, he/she shall receive accrued vacation
pay except in the case of misappropriation of funds.

ARTICLE 7 - DISCIPLINE AND TERMINATION

SECTION 1 Employees shall not be disciplined or discharged without just and
sufficient cause, subsequent to the probationary period.

SECTION 2 Discipline will be dependent upon the nature and seriousness of the
offense or infraction; and the prior disciplinary record of the employee, if
applicable. Disciplinary action will be progressive in nature.

SECTION 3 The regular disciplinary action chain shall be as follows:
1. Verbal reprimand (documented in writing);
2. Written reprimand;
3. Suspension(s);

4, Discharge.

Steps 1-3 may be skipped in major offenses such as but not limited to
theft, substance abuse, or violence on the job.

SECTION 4 The Union will be provided with a copy of any disciplinary action.

SECTION 5 In imposing any discipline, the Employer shall not take into account any
discipline which was imposed more than two (2) years prior.

12



SECTION 6

SECTION 1

SECTION 2

SECTION 3

SECTION 4

SECTION 5

SECTION 6

Any discipline in the employee’s file shall be removed two (2) years after
the employee received the discipline upon written request by the
employee. The Employer may keep a copy of removed discipline in an
administrative file.

ARTICLE 8 - LAYOFF

In the event a layofT is necessary, the principle of seniority shall be applied
and said application shall be office-wide by Administrative staff and
office-wide by Department and Senior Department Associates.

If because of a layoff, an employee is required to perform in a job
classification in which they had no experience, said employee shall have a
90 calendar day trial performance period in the required job classification.
The employee will receive feedback on performance during the trial
period, and at least midway through the trial period.

Failure to satisfactorily perform the duties of his/her new classification
filled as a result of a layoff will result in the layoff of said employee, with
the most senior employee previousty laid off being recalled to work.

Rehiring shall be in the reverse order of layoff.

Any part-time or seniority Administrative employee about to be laid off
shall receive two (2) weeks' notice or the equivalent in wages. Notice of
layoff shall be given in writing to the employee and a copy shall be given
to the steward. In cases of emergency, the length of time shall be reduced
to one week.

A professional employee about to be laid off or terminated shall receive
one {1) month notice or the equivalent in salary. Notice of layoff or
termination shall be given in writing to the employee, and a copy shall be
given to the steward.

The Employer agrees to provide coverage under the Unemployment
Insurance Agency for all employees under this agreement.

An employee laid off will have recall rights for a period of time equal to
his or her seniority or for a period of two (2) years, whichever is less.

In the event an employee is laid off, all benefits will be discontinued at the
end of the month following the month in which the employee is laid off.
The employee shall have the option of continuing some or all of the
employee's benefits for 18 months by paying the cost of the premium,
unless prohibited by law or the health insurance carrier.

If an employee is recalled from layoff, benefits will be reinstated the first
of the month following the month in which the employee is recalled.

13



SECTION 1

SECTION 2

SECTION 3

SECTION 4

SECTION 5

SECTION 6

SECTION 7

ARTICLE 9- VACATIONS

Professional Employees - Professional employees on active payroll shall
be granted fifteen (15) days of vacation, with pay, annually during the first
six (6) years of employment. Employees with more than six (6} years of
employment shall be granted twenty (20) days of vacation annually, with

pay.

Administrative Staff - Administrative staff on active payroll shall be
granted ten (10) days of vacation annually, with pay, during the first three
(3) years of employment. Employees with three (3) or more years of
employment shall be granted fifteen (15) days of vacation annually, with
pay. Employees with six (6) or more years of employment shall be granted
twenty (20) days of vacation annually, with pay.

The increase in vacation days is prorated for the first year when the
increase occurs.

Vacation days may be accumulated not to exceed 12 working days from
one calendar year to the next.

Any employee who resigns, is laid off, or is discharged, except in the case
of misappropriation of funds, shall be granted any vacation pay due
him/her from the previous year and any due that year pro-rated based on
the time actually worked beyond January 1 or for those employees with
less than one year of employment, based on the date of hire. An employee
shall receive 1/365 of the annual amount for each day employed of the
calendar year.

Payment of pro-rated unused vacation pay shall be included in the
employees final pay check. If previously paid vacation exceeds pro-rated
vacation the excess will be taken from the final paycheck.

Notice of layoff or discharge, except in case of misappropriation of funds,
shall not be given during an employee’s vacation.

Vacation schedules shall be arranged on the basis of seniority and shall be
mutually agreed to by employee and the Employer. A vacation day does
not need to be taken for a paid holiday that falls during a vacation period.
More than one (1) employee may take their vacation at the same time.

Beginning January 1, of any year, employees shall be credited with all of
their vacation for the year, in accordance with Section 1. This applies to
the first year of employment and all subsequent years.

Extended vacations will not normally be approved during the campaign
period in order to accommodate the annual fall fundraising campaign.

14



SECTION 1

SECTION 2

An extended vacation or extended vacations may be granted at the
discretion of the President / CEO for extenuating circumstances.

ARTICLE 10 - LEAVES OF ABSENCE

Employees shall be entitled to twelve (12) work days of sick leave, with
pay, per calendar year, subject to the following regulations:

A. All new regular seniority employees hired after January 1, of any
year, shall earn one (1) day of sick leave per month.

B. On January 1 of each succeeding year, all regular seniority
employees will be credited with twelve (12) days of sick leave.

C. There shall be no limit to the amount of unused sick leave any one
employee can accumulate and carryover from year to year. Such
accumulated sick leave, with pay, may be utilized when needed,
including illness of immediate family members or members of your
household as opposed to personal time off. The employee’s
immediate supervisor should be notified within 15 minutes after the
start of the work day if possible. Physician’s notice is required for
illnesses longer than three (3) days for the employee or any member
of their household. Use of sick leave for immediate family and
members of their household is limited to thirty calendar days within
each calendar year without permission from the President/CEQ,

At times employees or their immediate family member may need to take a
medical leave due to their own serious medical conditions. This leave will
apply to all employees upon hire, but will not exceed 12 weeks in each 12
month period of time. Employees must exhaust, except for 22 hours, their
sick leave and any other paid time off bank during the leave. Any time not
covered by paid time off will be unpaid. This medical leave of the employee
might qualify as short term disability. Employees must provide medical
documentation from a physician for a medical leave. This includes periodic
updates from the physician when requested.

In order to assure adequate staffing, employees will be limited to 12 weeks
of medical leave in each 12-month period of time. Twelve months will be
determined based upon the first day of leave counting backward 12 months
to see if a medical leave had been taken.

Employees cleared to return to work must provide documentation from their
physician verifying fitness-for-duty.

Employees on medical leave are eligible to retain their existing health
(medical, dental, and vision), disability, and life insurance benefits.



SECTION 3

SECTION 4

SECTION 5A

SECTION 5B

Employees on medical leave will be responsible for the employee portion
of the insurance premium dollars. Arrangements for payments must be
made in advance with the manager.

Such employee shall accumulate seniority during such leave. An
employee on an approved occupational disability leave and receiving
Workers Compensation benefits will accumulate seniority during such
leave. An unpaid leave shall be any leave of absence when the employee is
not receiving any compensation.

A leave of absence related to the birth or adoption of a child will be
covered as any other medical leave under the medical leave provisions of
this agreement in Article 10, Section 2.

The amount of time allowed for this leave of absence is up to 6 weeks for
either parent and does not require a medical necessity. The provisions
stated above in the medical leave section applies. Vacation time is not
required to be used but sick time is required to be used before short term
disability will be paid. If additional time is requested and the workload in
the department is manageable, the head of the department may approve up
to an additional 6 weeks of leave at the short term disability rate of pay. In
addition, a reduced work schedule may be allowed with a prorated amount
of the short term disability rate of pay.

To facilitate planning, 8 weeks prior to the employee leaving on leave of
absence related to the birth or adoption of a child and their supervisor
must develop a transition plan to ensure coverage of required tasks. In
cases of adoption, if 8 weeks anticipation is not possible, a plan should be
developed as soon as possible.

Employees shall be granted twenty-four (24) hours, with pay, per year, for
personal business upon three (3) days prior notification, except in cases of
emergency. Approval by supervisor shall not be unreasonably withheld.
The above hours shall be pro-rated for part-time employees. The pro-rated
hours shall be determined by dividing the part-time employee’s regular
scheduled hours by a full-time employee regularly scheduled hours
muitiplied by above hours.

Leave of absence without pay, up to (2) years, shall be granted in the event
an employee is elected or selected as a Representative of the International
or Local Union, The employee shall have the option of continuing some or
all of the employee's benefits by paying the cost of the premium. An
employee on leave under this section will accumulate seniority while on
leave.

Leave of absence up to ten (10) days, without pay, shall be granted in the

event an employee is selected or elected as a delegate to an AFL-CIO
Convention, or in such other capacity or activity as may be designated by

16



SECTION 6

SECTION 7

SECTION 8

SECTION 9

SECTION 10

SECTION 11

SECTION 12

SECTION 13

OPEIU Local 459, AFL-CIO. An employee on leave under this section
will accumulate seniority while on leave.

The Employer agrees to grant a written personal leave of absence, without
pay, of up to three (3) months to an employee with two (2) or more years
seniority, providing adequate reason can be shown. The employee shall
have the option of continuing some or all of the employee's benefits by
paying the cost of the premium for the duration of the leave. An employee
on leave under this section will accumulate seniority while on leave.

In the event of the death in the employee's family, the affected employee
shall, upon request, be excused from work without loss of his/her straight-
time pay from the occurrence of death until the day after the funeral, but
not for more than three (3} work days unless out of town travel is involved
in which case an additional work day will be granted without loss of pay.
Family will mean the following: spouse, children, step-child, step-parent,
mother, father, brother, sister, mother-in-law, father-in-law, adopted
children, brother-in-law, sister-in-law, and a significant other with whom
the employee is living in the same residence prior to the death. Additional
leave without pay may be granted in extenuating circumstances. Up to one
day with pay shall be granted to attend the funeral of grand-parents and
grand-children, step-grandparent, step-grandchild.

Any leave of absence may be extended by mutual agreement of the
Employer and employee.

An employee granted a leave of absence shall be returned to work at the
same job and at the prevailing rate of pay. Where an employee cannot
perform essential duties of his or her classification they shall be offered a
position commensurate with his/her physical or mental ability if available.
When Article 8, Section 1, is applicable, it shall supersede this section.

Leave shall be granted for jury duty and the Employer shall pay the
difference between the employee's regular pay and the pay received for

jury duty.

The employer will comply with the uniformed services employment and
reemployment rights act of 1994 in awarding military leave.

Anyone hired as a replacement for an employee on leave of absence shall
be given notification in writing to that effect, and notice shall be furnished
the Union.

Full-time employees who meet the following provisions may apply for
educational leave of absence:

A. One (1) year of continuous full-time service with the employer is
required.
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SECTION 14

SECTION 15

SECTION 16

B. Admission as a student to the educational institution where the
credit or non-credit course is to be taken.

C. The employee has submitted a written request to his/her supervisor
at least thirty (30) working days before the initial meeting of the
course for which he/she is seeking approval.

When a course is not offered during non-working hours, the employee
may request released time with pay not to exceed five (5) hours per week
to attend the course. The employee's supervisor shall determine whether
unit functions will allow such released time to be granted.

Any employee on leave of absence outlined in this Article, except for
Union Leave, is prohibited from engaging in any other gainful
employment.

Administrative leave with pay will be granted, at the discretion of the
President / CEO, or designated alternate, when hazardous weather
conditions or when other conditions prevail affecting working facilities,
such as power outages, breakdown of the air conditioner, etc., indicating it
is impractical to maintain regular hours.

CAUW recognizes it is our responsibility as a good corporate citizen to
help enrich our surrounding communities of residence and work. We
encourage our employees to become involved in their communities,
lending their voluntary support to programs that positively impact the
quality of life within these communities.

The following guidelines are for CAUW’s employees who serve as
volunteers in community programs that are either of personal interest or
are corporate-sponsored initiatives.

A. Personal interest programs are those programs whose goals are
considered strategically relevant to the mission of the company,
but may not be company-funded.

B. Corporate-sponsored programs are those programs whose goals are
considered of strategic importance to the company and for which
the company has provided funding.

Volunteer time should not conflict with the peak work schedule and other
work-related responsibilities, create need for overtime or cause conflicts
with other employees’ schedules.

Time away from work for volunteering purposes may occur during

lunchtime, before work, after work or on weekends, depending upon the
type of volunteer program the employee is involved in.
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SECTION 17

SECTION 1

The time away from work policy allows employees to take up to eight
hours of time each year to participate in their specific volunteer program.

All full-time employees are eligible after completion of their probationary
period.

Interested employees should meet with their supervisors to discuss their
volunteer choice, schedule and to receive approval.

Upon request, the Union steward will be given notification in writing

regarding a bargaining unit employee on a Leave of Absence. The notice
will include the type of leave and the duration of the leave.

ARTICLE 11 - INSURANCE AND RETIREMENT

The employer agrees to pay toward the premium cost of a health insurance
plan that is agreed upon by the majority of the employees desiring to
participate in the health insurance plan. Beginning January 1, 2015 the
employee will pay 5% of their individual health insurance premium
through pre-tax payroll deduction.

The employer’s policy will cover all eligible members of the employee’s
household unless a member of that household is eligible for their own
health insurance at least at the Gold Level. If that member had been on the
CAUW health insurance plan in the current calendar year, then that
member could remain on the CAUW plan throughout the calendar year.
The member of the household who has other available coverage can still
be included on the CAUW plan if the employee pays 100% of the
premium for that person.

The employer agrees to pay a pro-rated share of the single premium cost
of the above health care plan for a part-time employee. The Employer’s
pro-rated share shall be determined by dividing the part-time employee’s
regular scheduled hours by a full-time employee regularly scheduled hours
multiplied by the single employee premium cost. The part-time employee
shall pay for any remaining cost of health care through pre-tax payroll
deduction. However, any full-time employee employed on January 9, 2008
shall maintain their full-time benefits if her/his hours are reduced or s/he is
involuntarily moved into a part-time position with hours equal to or
greater than three-quarters (3/4) of the hours of a full-time employee hours
which would be 26.25 hours per week.

Such coverage shall take effect the first day of the second month following
the month in which the employee is hired. Such insurance coverage shall
not apply if coverage is in effect through another plan for which the
employee is qualified.
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SECTION 2

An employee may opt to change the type of coverage (single employee, 2-
person households, families and/or dependent extension benefits) in
accordance with applicable law and health care plan design.

An employee may opt out of medical coverage if employee provides proof
of coverage through another plan for which the employee is qualified.

Full-time employees hired on or after January 1, 2005 will receive $3,000
per year {paid ratably during the year) if they opt out of the CAUW
insurance plans including health, dental and vision. Any full-time
employee hired prior to this date may opt out based on the contract
language set forth below:

1. CAUW will share 50% of premium savings with the employee,
and such savings paid to the employee as a wage bonus on a bi-
weekly basis.

2. The rate used for this payment will be the appropriate rate (PHP+ -
family, single, etc.) that was in effect on the date the employee
dropped CAUW coverage.

3. The rate used for this payment will change appropriately with a
subsequent change in status of any dependent covered on the date
the employee dropped CAUW, provided such change would have
affected the type of coverage had the employee not opted out of the
CAUW coverage.

Employee can resume CAUW medical coverage if:

1. There is a change in marital status causing loss of spousal coverage
{e.g.: death, divorce, etc.)

2. There is a loss of spousal coverage due to a change in employment
status of spouse (e.g.: layoff, termination, etc.)

3. The change is requested during the open enrollment period.

Any employee choosing to opt-out of coverage may still enroll in other
coverages such as vision and dental insurance. 50% of these premiums
will reduce the amount of the opt-out amount. An employee opting out
must sign a waiver absolving the Employer and the Union of any liability
as a result of the opt-out.

The Employer agrees to provide group term life insurance for full-time
employees in an amount equivalent to two (2) times the salary of the
employee, rounded to the next $1,000 level of annual salary. In the event
an employee's annual salary is equal to an even thousand dollar figure, the
provision to increase to the next $1,000 level does not apply.
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SECTION 3

SECTION 4

SECTION 5

SECTION 6

The Employer agrees to pay the premium cost of Vision insurance.

An additional amount in salary shall be paid to each employee's individual
403(b) account on a bi-weekly basis in the amount of 5% of bi-weekly
salary. In addition, 3% will be added to taxable income as a separate
income type to reflect a total contribution by the employer of 8%.

There shall be one (1) 403(b) account for each employee of Capital Area
United Way represented by OPEIU Local 459, and that one plan shall be
determined by employees of Capital Area United Way represented by
OPEIU Local 459. It is mutually agreed that the monies referred to herein
shall be used exclusively for retirement purposes.

The Employer shall provide full-time employees represented by OPEIU
Local 459 short term disability income protection. Subject to exclusions,
definitions and requirements as outlined herein and in Appendix B (short
term disability income protection), employees who are continuously
disabled by injury or sickness and prevented thereby unable to perform the
material duties of his/her regular occupation, shall receive 66 2/3% of their
gross salary or a maximum of $400 per week, up to a maximum period of
13 weeks, provided such disability commences while employed by
CAUW,

Employees covered under this section are subject to a waiting period of
eight (8) calendar days in the case of illness prior to becoming eligible for
benefits under this section. In the case of accident/hospitalization, the
waiting period will be one (1) day.

If the employee is gainfully employed in any other occupation during the
period of disability, the employee is not eligible for benefits under this
section.

With the exception of the employee's option to retain three (3) days of sick
leave, employees shall exhaust earned sick leave prior to becoming
eligible for coverage under this section.

Employees retain the option of using vacation or any other leave time
prior to becoming eligible for coverage under this section.

The Employer shall provide full-time employees represented by OPEIU
with long term disability income protection. Subject to the exclusions and
requirements of the carrier selected by the Employer regarding eligibility,
employees unable to perform the material duties of his/her regular
occupation shall receive no less than 60% of their gross salary for the first
two (2) years of disability and thereafter subject to the provisions of the
carrier.
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SECTION 7

SECTION 8

SECTION 9

SECTION 1

Employees are subject to a waiting period of ninety (90) days prior to
becoming eligible for benefits under this section. Payment of earned leave
will cease when Long Term Disability payments begins.

Employees retain the option of using sick-time, vacation time or any other
earned leave time prior to becoming eligible for benefits under this
section.

An employee receiving Long Term Disability income shall retain but not
accrue seniority. Insurance benefits will be discontinued at the end of the
month in which the employee begins receiving Long Term Disability
income. The employee shall have the option of continuing some or all of
the employee's benefits by paying the cost of the premium for up to 18
months subject to eligibility as determined by the respective carriers.

The Employer shall provide full-time employees represented by OPEIU
Local 459 with dental insurance. The employer agrees to pay the full
premium cost of the current Delta Dental Plan with 100% coverage for
cleanings and other routine dental work. Such coverage will take effect the
first day of the second month following the month in which the employee
is hired, but shall not apply if coverage is in effect through another plan
for which the employee is qualified.

Example:
Employee’s hire date July 15
Health Care and Dental Coverage Effective September 1

Health Insurance for Retirees — Deleted

Employees are not eligible for both workers' compensatory pay (workers'
comp) and short term disability. If they receive short term disability and
are subsequently approved for workers’ comp, they must reimburse the
employer within 30 days of receipt of workers’ comp payments the
amount of workers’ compensation or compensation received from CAUW
whichever is less.

If an employee does not repay in accordance with the agreement, the

Employer may deduct any such funds from the employee’s final paycheck.
ARTICLE 12 - PROMOTIONS

It is the policy of the management of CAUW to cooperate in every

practical way with employees who desire to transfer to new positions or

vacancies in the bargaining unit.

Therefore, it is the policy of CAUW to fill vacancies by promotion of a
qualified employee from within CAUW. If qualifications are met, all
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SECTION 2B

SECTION 3

SECTION 4

SECTION 5

SECTION 6

current employees who wish will be interviewed and considered for the
open position. Secondary opening created by application of this section
may be filled by transfer, promotion or new hire.

Any Administrative employee transferred, promoted, or appointed to a
higher classification, shall have a trial period not to exceed thirty (30) days
in which to perform the new responsibilities in a satisfactory manner. The
resulting opening may be filled by a temporary employee for the trial
period plus 30 days without union approval.

Any professional employee transferred, promoted, or appointed to a new
assignment, shall have a trial period not to exceed sixty (60) days in which
to perform the new responsibilities in a satisfactory manner. The resulting
opening may be filled by a temporary employee for the trial period plus 30
days without union approval.

Failure to perform the duties of his/her new position satisfactorily will
result in the employee being returned to their previous position without
loss of seniority or salary equal to what they received prior to transfer,
promotion or appointment.

Any employee transferred, promoted, or appointed to a higher position
will receive the salary for the new position.

The Employer agrees to give notice of job vacancies for a period of five
(5) working days prior to the Employer filling the vacancy. Any employee
applying for such vacancy must do so no later than 5:00 p.m. of the last
day of posting,. If a vacancy is not to be filled the Employer shall notify
the Union as to the reason.

Any employee transferred, promoted, or appointed from a classification
within the Bargaining Unit to supervision or other excluded classification
shall retain but not accumulate seniority.

ARTICLE 13 - EXPENSES, TRANSPORTATION & PARKING

SECTION 1

SECTION 2

SECTION 3

Expenses incurred by employees in the performance of their professional
duties and responsibilities are reimbursable, including meals, registration
fees, transportation and parking costs, with prior approval of their
immediate supervisor.

Reimbursement for automobile expenses shall be made when a car is
required for official business of the Employer in the execution of duties.
Mileage expenses shall be reimbursed equal to the standard mileage rate
according to the IRS.

All employees may be given the opportunity to attend institutes,
workshops, seminars, and conferences. Within budgetary limitations,
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SECTION 1

SECTION 2

SECTION 3

SECTION 4

SECTION §

expenses incurred for fees, transportation, housing and food will be
allowed. Time spent in CAUW-approved conferences is covered by flex
time.

Requests to attend conferences, institutes, workshops, seminars, must be
obtained in advance from the Employer’s representative.

Compensation will be paid to an employee for attendance at weekend
travel or conferences during the hours that are normally worked during the
week.

ARTICLE 14 - MANAGEMENT RIGHTS AND
CONTINUITY OF OPERATIONS

It is agreed that the management of CAUW, the supervision of all
operations, the control of the property, and the composition, assignment,
direction and determination of the size of the working forces belong to and
are vested in CAUW, except as they are otherwise specifically limited in
this Agreement.

The right of the Employer to make and enforce reasonable rules and
regulations as it may deem necessary is recognized by the Union provided
the same are not inconsistent with the provisions of this Agreement. The
Employer shall meet and discuss any proposed rules and regulations with
a representative of the Union. Should the Union consider any such rule or
regulation unreasonable, it shall be subject to the grievance procedure.

The Union agrees that no employee shall directly or indirectly take part in
any walkout, work stoppage, slowdown, boycott, picketing, strike
(sympathetic or general), or in any other interference with any of the
operations of the Employer. In the event any employee, or group of
employees, does so participate or threaten to participate in any such action
or occurrence, the Union, upon notification by the Employer, shall use its
best efforts to instruct said employee or employees to cease and desist
from such action.

In the event that any employee, group of employees, or all employees
participate in any activity herein prohibited, the Employer shall have the
right to discharge or discipline any or all said employees so participating,
subject to the grievance procedure and/or Federal and State laws.

The Employer agrees that it will not lockout any of the employees covered
by this Agreement,
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SECTION 2
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SECTION 6

SECTION 7

SECTION 8

SECTION9

SECTION 10

ARTICLE 15 - GENERAL

It is the policy of CAUW and the Union, that the provisions of this
Agreement be applied to all employees covered by this Agreement without
regard to race, color, religion, age, gender, sexual orientation or national
origin. Both parties shall abide by the appropriate Federal and State Acts
in this area.

The provisions of this contract shall be administered in a non-
discriminatory manner.

Any written statement or verbal agreement made between an employee
and the Employer, which may conflict with this Agreement shall be null
and void.

An employee voluntarily leaving the service of the Employer shall upon
request be furnished with a written letter of reference.

Department and Senior Department Associates shall report directly and
solely to the Employer's President / CEO or his/her designate, for the
purposes of administrative direction, policy interpretation, supervision and
evaluation.

No employee outside of the Bargaining Unit shall perform any of the
duties regularly and customarily performed by employees covered by this
Agreement, except when necessary in order to protect life, limb, or
property, or to instruct or train other employees, or in emergencies to
maintain proper service to the community.

It is the policy of CAUW to maintain a work force of sufficient size to
take care of the expected regular work of the Employer of a continuing
nature. The Employer agrees that it will not employ outside contractors to
do the work normally done by represented employees if it would result in
laying off employees who ordinarily and customarily do such work.

In the event that any provision of this Agreement shall conflict with any
Federal or State law, order, directive, or regulation now or hereafter
enacted or issued, such provision hereof shall not remain operative or
binding upon the parties, but the remaining portion of the Agreement shall
remain in full force and effect.

Nothing in this Agreement shall prohibit the Employer from introducing
new equipment, machinery, or materials in an existing job, or preclude the
Employer from establishing an entirely new job with the Union.

Should the Employer contemplate changes in a job through the
introduction of new equipment, machinery, or materials or establishing an
entirely new job classification, within the unit, they will advise the Union
of such changes, and during such period, if requested, enter into
negotiations with respect to wages and working conditions.
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SECTION 12

SECTION 13

SECTION 14

SECTION 15

Present employees, who, in the judgment of the Employer, could qualify
with a reasonable amount of training, will be given an opportunity to
apply for a transfer to fill any new position in the Unit created by the
Employer's introduction of new equipment or jobs before new employees
are hired from an outside market.

The Employer agrees to notify the Union of all Unit vacancies, and further
agrees to give consideration to qualified applicants referred by the Union,
and to interview up to a maximum of two such referred applicants. The
Union will be given five (5) days from the time of notification to refer
applicants,

The Employer agrees to reimburse employees, with more than one year of
service, for tuition, books and fees up to an annual maximum of $1,000.00
for job-related courses which are taken outside of normal work hours.
Such courses must have prior approval of the management of CAUW and
the employee's reimbursement is contingent upon submitting tuition
receipts and providing proof of satisfactory completion of the course.

“Satisfactory completion” for purposes of this section shall mean a "C"
(2.0) or better for an undergraduate course or a "B" (3.0) or better fora
graduate course.

Employees shall use the Office and Professional Employees International
Union, Local 459, AFL-CIO, union initials on work done by them. The
initials shall include the employee's initials. Example: ab/opeiu459afl-cio.

The Employer will provide a bulletin board for use by the Union for
posting notices as follows:

. Union recreational and social affairs,

. Union elections,

. Union appointments and results of Union elections,

. Union meetings,

. Bona fide Union activities such as: Cooperatives; Credit Unions;

and Unemployment Compensation information,
. Union affairs which are not political or controversial in nature,
The Union will promptly remove from such Union bulletin boards, upon
the written request of the management of CAUW, any material which is

libelous, scurrilous, or detrimental 1o the labor-management relationship.

The bulletin board shall be in a suitable location accessible to all.
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SECTION 16

SECTION 17

A

Records indicating vacations, sick leave, personal time, floating holidays
and compensatory time, both earned and used, shall be kept updated by the
Employer, based on appropriately completed employee time sheets
submitted. An employee shall have access to their own record, and may
make a copy of it at their discretion.

In the case of an employee's death, payment of accrued unused vacation,
floating holidays and personal time will be made to the beneficiary as
designated on the employee's group life insurance policy.

RTICLE 16 - SALARIES, EVALUATIONS AND LONGEVITY

——————ee e e s

SECTION 1

SECTION 2

SECTION 3

SECTION 4

Department Associates - Finance, Public Relations and Branding,
Community Investment, and Fund Development

A, Department Associates will work primarily in the following
functional areas: Finance, Public Relations and Branding,
Community Investment, and Fund Development.

B. Department Associates will be paid a range of $41,470 to $52,026
which is equivalent to $22.00 - $27.60 per hour for 1,885 hours in
the year.

Senior Department Associates - Finance, Public Relations and Branding,
Community Investment, and Fund Development

A The employer shall have the right to create a new classification
titled Senior Department Associate. Creation of this position will
be based on a need, solely determined by the management of
CAUW, in one or more of the above-defined areas. When the
employer creates such a position, it will provide a job description
which will be attached as an addendum to this agreement. The job
description will provide that the salary range for such posttion is
$48,000 to $58,000.

Administrative Staff

A. The pay range for Administrative Staff shall be $33,930 to $40,056
which is equivaient to $18.00 - $21.25 per hour for 1,885 hours in
the year.

Each seniority employee's performance will be reviewed {(according to the
format in Appendix C) periodically in writing, but at least once a year,
against established performance plans as outlined in his/her job
description (see Appendix A) and work plan.
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SECTION 6.

SECTION 7.

SECTION 1.

In 2005, and thereafter, if an employee does not receive an evaluation the
employee may write up her/his own summary of the employees job
performance, professional strengths/weaknesses, and professional
growth/career development. A copy shall be given to the immediate
supervisor and President / CEQ. If the supervisor does not complete an
evaluation within thirty (30) calendar days, the employee’s self-evaluation
shall be considered the annual evaluation.

All employees may be eligible for bonus pay in relation to the annual
campaign outcome. Bonuses will be given at the sole discretion of the
Employer. Each bonus will be uniform for each employee in the
bargaining unit. If a bonus is awarded it will be a onetime payment and it
will not be added to the employee base pay.

All represented staff with seniority completing ten (10) consecutive years
of service as of December 31% of that year with Capital Area United Way
will receive, in the first paycheck in December a lump sum payment of
1.5% of the base salary for that year. Those completing fifteen (15)
consecutive years of service will receive a lump sum of 2.0%; those
completing twenty (20) years of consecutive service will receive a lump
sum payment of 2.5%; those completing twenty-five (25) years of
consecutive service will receive a lump sum payment of 3.0%; those
completing thirty (30) years of consecutive service will receive a lump
sum payment of 3.5%; and those completing thirty-five (35) years of
consecutive service will receive a lump sum payment of 4.0% on the same
basis as outlined above. If an employee terminates their employment with
CAUW after their anniversary date of the current calendar year and the
longevity payment has not been paid for the year, the longevity payment
will be included in their final paycheck.

Wage Increases. Eligible bargaining unit employees that have not reached
the limit for their employment classification shall receive the following
schedule of wage increases over the duration of this contract:

Retroactive to July 1, 2017 20% .
Effective July 1, 2018 2.0%
Effective July 1, 2019 2.0%

ARTICLE 17 — Deleted

ARTICLE 18 - SECTION 125 PLAN

The employer will provide IRS Section 125 document(s) allowing
employees who choose to participate, the ability to pay for employee
contributions with pre-tax dollars for the following:
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A. Medical and hospitalization expenses to the IRS allowed maximum
per year unless prohibited by law or the health care plan.

g Employee paid Health Insurance premiums as allowed by law.

D. Dependent care programs to the maximum allowed.

E. AFLAC or any other pre-tax deduction.

ARTICLE 19 - DURATION AND AMENDMENT

This Agreement shall remain in full force and effect from July 1, 2017 through June 30, 2020. In
the event either party wishes to change or amend the Agreement, notice shall be given by cither
party to the other in writing sixty (60) days prior to the expiration date of this Agreement, and
this Agreement shall remain in effect until a new Agreement is reached.

Additionally, if the annual premium for health insurance increases more than ten percent (10%)
annually, the portion of this agreement outlining healthcare coverage (Article 11, Section 1) shall
open for negotiation upon management’s request.

CAPITAL AREA UNITED WAY OFFICE AND PROFESSIONAL
EMPLOYEES INTERNATIONAL

% UNION LOCAL 459, AFL-CIO
%/ :

L. Robert McConnell, Board Chair Lance Rhineg, Service Representative

ey

Nick ‘Lynulgﬁkeward
Twekmn

Tamara Wats'on', Alternate Steward

Date Signed: 8; /Z 7{/ 20 ] 7 Date Signed: 7’0') g -'/ 7
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APPENDIX A - JOB DESCRIPTIONS

Capital Areca United Way
Position Description

Position Title: Administrative Assistant — Fund Development / Community Investment / Labor

Reports to:  Senior Vice President of Donor and Public Relations and/or

Vice President of Community Investment

General Functions:

Assist in overall administrative support for the Fund Development, Community Investment
and Labor departments. Assist with development and implementation of daily activities
including: planning meetings, customer service, board/committee support and special events.
Coordinates support for professional staff in relation to volunteers and interns.

Essential Functions:

The statements below reflect the items considered the essential functions of the job identified
and shall not be construed as a detailed description of all work requirements that may be
inherent in the job.

1.

Manage and maintain the senior vice president of Donor and Public Relations and the
vice president of Community Investment’s schedule.

Ensure all support materials and information needed for appointments are developed and
available in advance. Ensure meeting room is properly set up 15 minutes in advance and
technology is tested.

Schedule meetings, arrange for facilities and prepare agendas, minutes and other meeting
materials for standing and ad-hoc fund development, public relations, Women United and
community investment committee meetings.

Provide administrative support by composing letters, drafting and transcribing
correspondence, reports and statistical materials.

Support the vice president of Community Investment’s interactions with agencies and
other community groups, as well as related events and activities to cultivate improved
relationships and increased collaboration. Create and maintain contact history in
organizational database.

Support the Leadership Team’s interactions with donors, potential donors and sponsors to
cultivate increased contributions, grants and sponsorships.

Manage data entry of campaign pledges through manual data entry or scanning for
external processing; verify data entry and maintain accurate data in database.

Ensure mail is posted and assist with mailings, and other functional needs.

Maintain database information on donor and sponsor history and correspondence.
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10. Prepare materials and other items related to donor research, donor solicitations,

11.

12,
13.

14,

15.

16.

17.

acknowledgements, campaign packing, distribution and collection of campaign
envelopes, special event mailings and other projects as assigned.

Provide administrative assistance to CAUW labor liaisons in preparation of mailings and
materials for Community Service activities.

Serve as primary point of contact for donor and company phone communications.

Assist public relations staff members by proofreading preproduction materials and
reviewing all print proofs.

Coordinate travel arrangements, such as booking flights, hotels, ground transportation
etc. for assigned staff members. Ensure staff members have the documentation needed to
make a sales-tax free payment to the hotel, and prepare a trip file with all pertinent details
for the traveler.

Provide excellent customer service with internal and external customers demonstrating
attitude and actions that are consistent with the values of CAUW and ensuring the office
is set-up for the day.

Provides excellent customer service by assisting the general public in all aspects of their
interaction with CAUW.

Perform other duties and functions as directed by supervisor.

Salary:

This is a bargaining unit position. The salary range for this position is identified in the
current ratified AFL-CIO OPEIU Local 459 agreement.

Minimum Physical Expectations:

Physical activity that always requires keyboarding, sitting, phone work and filing.
Physical activity that always requires extensive time working on a computer.
Physical activity that sometimes requires lifting under 25 1bs.

Physical activity that sometimes requires pushing/pulling over 25 1bs. but not more than
50 lbs.

Physical activity that often requires travel — car, train, and/or air. (More often during
Campaign Season)

Physical activity that often requires bending, stooping, reaching, climbing, kneeling
and/or twisting.

Specific vision abilities required include close vision, depth perception, and the ability to
adjust and focus.

Must hear and speak well enough to conduct business over the telephone or face to face
(in English) for long periods of time,
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Minimum Environmental Expectations:

This position will require working indoors. Due to the physical setup of the office with open
ceilings, regular office noise can sometimes be greater than in closed office settings.

Job Qualifications:

1.

10.
11.

12.

Associate degree in Office Management or related field or at least five years of
experience in providing general clerical and administrative support. Experience in a
charitable nonprofit is preferable.

Proven working knowledge of computer hardware and software with emphasis on
spreadsheet programs and database management.

Demonstrated ability in customer service.
Ability to maintain confidentiality regarding financial and personal information.

Demonstrated ability to process a large volume of documents rapidly and accurately with
close attention to detail.

Strong demonstrated data entry skills.

Ability to multi-task, works in a fast-paced environment and meet deadlines with
frequent interruptions.

Demonstrated work experience showing responsibility for immediate decision making,
tracking and problem solving.

Proven work experience demonstrating excellent interpersonal communication skills
including diplomacy, tact and flexibility with a diverse customer base.

Effective written communication skills.

Demonstrated ability to follow oral and written instructions and complete tasks
independently.

Knowledge of standard office equipment and filing systems.
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Position Title: Administrative Assistant — Executive & Finance
Reports to: President/CEO or Chief Financial Officer

General Functions:

Assist in the overall administrative support for the Finance and Executive departments within
the organization. This position assists with planning, development and implementation of
daily activities including: accounting, billings, pledge processing, customer service, calendar
management, and board/committee meeting support.

Essential Duties and Functions:

The statements below reflect the items considered the essential functions of the job identified
and shall not be construed as a detailed description of all work requirements that may be
inherent in the job.

1. Provides bookkeeping support such as: accounts payable, enters invoices, enters
receipts into the donor tracking software, allocates unapplied checks, assists with
opening mail and prepare deposits, and processes credit card transactions;

2. Assist Finance Department with pledge processing activities to ensure adequate
internal controls such as auditing campaign envelopes and data entry of campaign
pledge forms. Ensure routine maintenance of the organization’s database including
duplicate account management.

3. Coordinate daily deposit processing to include campaign envelope set up.

4. Assists with planning and implementation of work activity in vital functional areas
such as pledge processing, finance and campaign;

5. Manages and maintains the President’s schedule. Ensures all support materials and
information needed for appointments are developed and available. Provides
administrative support to the Leadership Team by composing letters, drafting and
transcribing correspondence, reports, and statistical materials.

6. Provides staff support for Board of Directors and Executive, Finance, Audit,
Governance, and Human Resources committee meetings in terms of planning,
scheduling, materials, coordination, and recording minutes.

7. Serves as point of contact for Board of Directors members regarding other members,
events, and other organizational activities; circulating the agenda to all Leadership
Team members for input; ensuring all meeting materials are assembled and merged
into documents for uploading on the secure portion of our website; and ensuring all
action items have supporting documentation at the meeting.

Leads the development and maintenance of the organizational calendar.

9. Provides excellent customer service by assisting the general public in all aspects of
their interaction with CAUW.

10. Provide administrative assistance to Vice President of Community Relations in
preparation of mailings and materials for Community Service activities.
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11. Coordinates travel arrangements, such as booking flights, hotels, ground
transportation, etc. for Finance and Administration staff members. Ensure staff
members have the documentation needed to make a sales-tax free payment to the
hotel, and prepare a trip file with all pertinent details for the traveler.

12. Assist in development and maintenance of internal procedures in assigned work area;

13. Perform other duties as assigned by supervisor;
Salary:

This is a bargaining unit position. The salary range for this position is identified in the
current ratified AFL-CIO OPEIU Local 459 agreement.

Minimum Physical Expectations:

e Physical activity that always requires keyboarding, sitting, phone work and filing.
¢ Physical activity that always requires extensive time working on a computer.
s Physical activity that sometimes requires lifting under 25 lbs.

e Physical activity that sometimes requires pushing/pulling over 25 lbs. but not more than
50 Ibs.

o Physical activity that often requires trave! - car, train, and/or air. (More often during
Campaign Season)

¢ Physical activity that often requires bending, stooping, reaching, climbing, kneeling
and/or twisting.

e Specific vision abilities required include close vision, depth perception, and the ability to
adjust and focus.

e Must hear and speak well enough to conduct business over the telephone or face to face
(in English) for long periods of time.

Minimum Environmental Expectations:

This position will require working indoors. Due to the physical setup of the office with open
ceilings, regular office noise can sometimes be greater than in closed office settings.

Job Qualifications:

1. Associates degree in Accounting, Office Management or related field or five years of
experience in providing bookkeeping and administrative support.

2. Proven working knowledge of computer hardware and software with emphasis on
spreadsheet programs and database management.

3. Demonstrated ability in customer service,

4, Ability to maintain confidentiality regarding regarding financial and personal
information.
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10.
11.

Demonstrated ability to process a large volume of documents rapidly and accurately with
close attention to detail.

Strong demonstrated data entry skills.

Ability to multi-task, work in a fast-paced environment, and meet deadlines with frequent
interruptions.

Demonstrated work experience showing responsibility for immediate decision making,
tracking and solving problems.

Proven work experience demonstrating excellent interpersonal communication skills
including diplomacy, tact and flexibility with a diverse customer base.

Effective written communication skills.

Demonstrated ability to follow oral and written instructions and complete tasks
independently.
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Position Title: Community Investment Associate

Reports to: Vice President of Community Investment

General Functions:

Assist in the development and implementation of the allocation process including:
researching issue areas, documenting community conversations, developing and
implementing allocation tools, and assisting in the evaluation of community investment
strategies.

Essential Functions:

The statements below reflect the items considered necessary to describe the essential
functions of the job identified and shall not be construed as a detailed description of all work
requirements that may be inherent in the job.

Community Investment:

1.

Research, analyze, and synthesize data pertinent to vision and priorities of the
Community Investment area.

Prepare documentation and relevant reports at the request of the Vice President of
Community Investment or the Community Investment Committee.

Serve as the liaison with the Power of We Community data committee and the
Michigan Association of United Ways financial stability learning circle and other
groups as assigned.

Assist with activities and communication with appropriate organizations, i.e., state,
county, local commissions, networks, councils, etc. as they relate to the Community
Investment area.

Serve as back-up in maintaining database integrity for the Get Connected portal.

Affiliate Relations;

1.

Assist with the allocation process including: development of materials, management
of e-Clmpact website, and participation in grant team deliberations.

Execute the Notice of Intent to Apply and develop and implement e-CImpact
application and grant process for Capital Area United Way, Michigan State
University, Combined Federal Campaign, Grand Ledge, State Employees Combined
Campaign, and Women United.

Manage the annual Grand Ledge grant allocation process.
Maintain i-guide with current affiliate information.

Plan and schedule e-Clmpact trainings.
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6. Provide affiliate agencies with technical assistance to facilitate compliance with
United Way guidelines, policies and procedures. Schedule and convene quarterly
affiliate meetings.

7. Maintain ongoing relationships with key community entities including County
Departments of Human Services, school districts, colleges and universities, human
service nonprofits, health networks, local foundations, and organizations that support
the Community Investment Agenda. Represent CAUW at meetings in regard to
community impact; partnerships; and collaborations, as requested by supervisor.

Organizational Support:
1. Implement CAUW constituent relationship management strategies and procedures as
they relate to community investment.

2, Serve as the community investment department lead on Enterprise integration and
maintenance.

3. Work across departments on joint efforts as assigned.

4. Assist with meeting notices, agendas, manuals, drafting of materials to be considered,
minutes, fact sheets, reports, and etc.

5. Perform other duties and functions as directed by supervisor,

Salary:

This is a bargaining unit position. The salary range for this posttion is identified in the
current ratified AFL-CIO OPEIU Local 459 agreement.

Minimum Physical Expectations:

» Physical activity that always requires keyboarding, sitting, phone work and filing.
e Physical activity that always requires extensive time working on a computer.
e Physical activity that sometimes requires lifting under 25 Ibs.

e Physical activity that sometimes requires pushing/pulling over 25 1bs, but not more than
50 lbs.

» Physical activity that ofien requires travel — car, train, and/or air. (More often during
Campaign Season)

e Physical activity that often requires bending, stooping, reaching, climbing, kneeling
and/or twisting,

e Specific vision abilities required include close vision, depth perception, and the ability to
adjust and focus.

e Must hear and speak well enough to conduct business over the telephone or face to face
(in English) for long periods of time.
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Minimum Environmental Expectations:

This position will require working indoors. Due to the physical setup of the office with open
ceilings, regular office noise can sometimes be greater than in closed office settings.

Job Qualifications:

1.

Bachelor’s Degree and at least three years of experience in human services or related
field.

Ability to maintain confidentiality regarding financial and personal information.
Demonstrated ability to read, comprehend and analyze research information.

Proven working knowledge of computer hardware and software. Ability to utilize online
training to learn new software programs.

Ability to multi-task, work in a fast-paced environment, and meet deadlines with frequent
interruptions,

Proven work experience demonstrating excellent interpersonal communication skills
including diplomacy, tact and flexibility with a diverse customer base.

Meticulous attention to details and highly organized handling and presenting of
information.

Committed to continucus improvement in the delivery of customer service.

Effective written and oral communication skills.

10. Demonstrated ability to follow oral and written instructions.
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Position Title: Fund Development Associate

Reportsto:  Senior Vice President, Donor and Public Relations

General Functions:

Assist in the development and implementation of annual fund development strategic plan
including: implementation of annual giving campaigns, individual and corporate donor
cultivation, and other fund development related duties as assigned.

Essential Functions:

The statements below reflect the items considered necessary to describe the essential
functions of the job identified and shall not be construed as a detailed description of all work
requirements that may be inherent in the job.

1. Manage pacesetter process, campaign plans and assigned annual campaign accounts
ensuring accomplishment of departmental and organizational monetary and nonmonetary
goals. Ensure successful implementation of assigned outlying community campaigns.

2. Coordinate SECC campaign including serving as the Local Campaign Operating Agent
for Clinton, Eaton, and Ingham counties.

3. Assist with the identification, recruitment and training of annual campaign volunteers.

4. Deliver effective and convincing messages. Prepare a case for ideas based on audience
interests, supporting facts, data and own perspective — an effective story teller. Make
presentations as necessary to executives, employees and other groups.

5. Assist in the development and implementation of fund development calendar,

6. Meet with key donors and prospects to understand their needs and to show United Way’s
appreciation.

7. Develop and manage electronic pledging campaign websites, serving as the lead staffer
for FrontStream or other electronic campaigns.

8. Support the finance department with pledge processing to ensure accuracy.

9. Implement CAUW constituent relationship management strategies and procedures as
they relate to fund development.

10. Working with a volunteer committee, plan and coordinate Young Leader Society
program.

11. Perform other duties and functions as directed by supervisor.

Salary:

This is a bargaining unit position. The salary range for this position is identified in the
current ratified AFL-CIO OPEIU Local 459 agreement.

Minimum Physical Expectations:
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Physical activity that always requires keyboarding, sitting, phone work and filing.
Physical activity that always requires extensive time working on a computer.
Physical activity that sometimes requires lifting under 25 lbs.

Physical activity that sometimes requires pushing/pulling over 25 Ibs. but not more than
50 Ibs.

Physical activity that often requires travel — car, train, and/or air. (More often during
Campaign Season)

Physical activity that often requires bending, stooping, reaching, climbing, kneeling
and/or twisting.

Specific vision abilities required include close vision, depth perception, and-the ability to
adjust and focus.

Must hear and speak well enough to conduct business over the telephone or face to face
(in English) for long periods of time.

Minimum Environmental Expectations:

This position will require working indoors. Due to the physical setup of the office with open
ceilings, regular office noise can sometimes be greater than in closed office settings.

Working Environment:

Automobile travel is a requirement for this position and a vehicle with proper licensing and
insurance is required. Business mileage will be reimbursed at the prevailing IRS rate.

Job Qualifications:

1.

9.

Bachelor’s Degree in human services, marketing/communication, business
administration, or related field.

Proven working knowledge of computer hardware and software with emphasis on
spreadsheet programs and database management.

Demonstrated ability in customer service.
Ability to maintain confidentiality regarding financial and personal information.

Demonstrated ability to process a large volume of documents rapidly and accurately with
close attention to detail.

Ability to multi-task, work in a fast-paced environment, and meet deadlines with frequent
interruptions.

Demonstrated work experience showing responsibility for immediate decision making,
tracking and problem solving.

Proven work experience demonstrating excellent interpersonal communication skills
including diplomacy, tact and flexibility with a diverse customer base.

Effective written and oral communication skills.

10. Demonstrated ability to follow oral and written instructions.
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Position Title: Finance & Operations Associate
Reports to: Chief Financial Officer

General Functions:

Provide staff support in the coordination of financial and campaign data, pledge processing,
and generation of financial data of the agency. Also assist with information technology
systems.

Essential Duties and Functions:

The statements below reflect the items considered necessary to describe the essential
functions of the job identified and shall not be construed as a detailed description of all work
requirements that may be inherent in the job.

1.

Ensure accurate and timely auditing and balancing of campaign envelopes to donor
tracking system using dual control and make all adjustments to previously processed
transactions.

2. Ensure accurate and timely downloading and preparation of data for electronic gift
acquisitions to include downloading data from all electronic application service providers
and preparing downloaded data per Enterprise specifications, This also includes
preparation of donor data on any spreadsheet to be uploaded into Enterprise.

3. Generate reports and electronic payment batches for designation payouts, grant payouts
and other account payables.

4. Develop and implement pledge receivable process that includes maintaining schedules
for electronic pledge receivables, generating pledge billing statements, recording EFT
transactions into Enterprise, analyzing accounts receivable, contacting past due accounts
to aid in collection of pledges and assisting in the preparation of reports on trends.

5. Track and record unapplied payments.

6. Verify and enter new designations into Enterprise and Data Pro.

7. Assist in preparation of financial reports and analyses for companies, agencies and the
CFO as needed. This would include customer service assistance with agency payments
and donor designations.

8. Assist in maintaining data base integrity including reducing duplicate entries in the data
base.

9. Perform other duties and functions as directed by supervisor

Salary:

This is a bargaining unit position. The salary range for this position is identified in the
current ratified AFL-CIO OPEIU Local 459 agreement.

Minimum Physical Expectations:
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Physical activity that always requires keyboarding, sitting, phone work and filing.
Physical activity that always requires extensive time working on a computer.
Physical activity that sometimes requires lifting under 25 1bs.

Physical activity that sometimes requires pushing/pulling over 25 Ibs. but not more than
50 Ibs.

Physical activity that often requires travel — car, train, and/or air. (More often during
Campaign Season)

Physical activity that often requires bending, stooping, reaching, climbing, kneeling
and/or twisting.

Specific vision abilities required include close vision, depth perception, and the ability to
adjust and focus.

Must hear and speak well enough to conduct business over the telephone or face to face
(in English) for long periods of time.

Minimum Environmental Expectations:

This position will require working indoors. Due to the physical setup of the office with open
ceilings, regular office noise can sometimes be greater than in closed office settings.

Job Qualifications:

1.

Bachelor’s Degree in Business, Accounting or related data analysis field or Associates
Degree or Certificate in a Business Analyst field with five years experience in finance.

Highly proficient in use of Excel spreadsheets.

Demonstrated work experience showing attention to detail, accuracy, ability to track
projects and problem solving.

Organizational skills in report preparation and analysis.

Ability to multi-task, work in a fast-paced environment, and meet deadlines with frequent
interruptions.

Proven work experience demonstrating excellent interpersonal communication skills
including diplomacy, tact and flexibility with a diverse customer base including effective
written communication skills.

Ability to maintain confidentiality regarding financial and personal information.
Demonstrated ability to follow oral and written instructions.

Working knowledge or specialized training in Computer Information Systems.
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Position Title: Senior Fund Development Associate

Reports to: Senior Vice President, Donor and Public Relations

General Functions:

Serve as team leader for the development and implementation of annual fund development
campaign plan; coordinates tracking of annual campaign goal; assists with staffing of
campaign executive cabinet; facilitates training of volunteers; manages implementation of
key annual campaigns, coordinates and assists with data collection and pledge processing
procedures; supports planned giving and other fund development related duties.

Essential Functions:

The statements below reflect the items considered necessary to the essential functions of the
Jjob and shall not be construed as a description of all work requirements that may be inherent
in the job.

1.

Serve as the internal staff leader for the annual campaign plan, including analysis of
previous campaign and company results and development of company-specific goals and
objectives.

Provide planning and implementation support of workplace campaigns, including
assigning accounts to various staff members. Provide problem-solving assistance to
internal staff members and external volunteers related to the campaign. Make
presentations as necessary to executives, employees and other groups.

3. Manage the process of volunteer identification, recruitment and training.

10.

11.
12.

Track the annual campaign progress toward the goal.

Develop and manage electronic pledging campaign websites, serving as the lead staffer
for FrontStream (TRUIST) campaigns.

Coordinate the SECC (State Employee Combined Campaign) and serve as the point
person for the Local Campaign Operating Agent for Clinton, Eaton and Ingham counties.

Meet with key donors and prospects to understand their needs and to show United Way’s
appreciation.

Serve as Fund Development lead and liaison to the Finance Department in processing
envelopes and pledges to ensure accuracy in reporting.

Serve as Fund Development lead and liaison to the Public Relations and Branding
Department for the development of marketing materials, media coverage and
development of effective and convincing messages. Prepare a “case for giving” based on
audience, impact, data, etc.

Develop CAUW constituent relationship management strategies and related procedures
for fund development activities.

Serve as staff lead for the Enterprise donor database.

Perform other duties and functions as directed by supervisor.

43



Salary:

This is a bargaining unit position. The salary range for senior associate is identified in the
current ratified AFL-CIO OPEIU Local 459 agreement.

Minimum Physical Expectations:

Physical activity that always requires keyboarding, sitting, phone work and filing.
Physical activity that always requires extensive time working on a computer.
Physical activity that sometimes requires lifting under 25 Ibs.

Physical activity that sometimes requires pushing/pulling over 25 lbs. but not more than
50 lbs.

Physical activity that often requires travel — car, train, and/or air. (More often during
Campaign Season)

Physical activity that often requires bending, stooping, reaching, climbing, kneeling
and/or twisting.

Specific vision abilities required include close vision, depth perception, and the ability to
adjust and focus.

Must hear and speak well enough to conduct business over the telephone or face to face
(in English) for long periods of time. Automobile travel is a requirement for this position
and a vehicle with proper licensing and insurance is required. Business mileage will be
reimbursed at the prevailing IRS rate.

Minimum Environmental Expectations:

This position will require working indoors. Due to the physical setup of the office with open
ceilings, regular office noise can sometimes be greater than in closed office settings.

Job Qualifications:

1.

b, - [l 3

Bachelor’s Degree in human services, marketing/communications, business
administration, or related field.

Four years or more experience as professional fund development staff.
Excellent oral and written communication skills,
Excellent knowledge of the businesses in the tri-county area.

Proven working knowledge of sofiware with emphasis on Microsoft Office and database
management.

Demonstrated ability in customer service.

7. Ability to maintain confidentiality regarding financial and personal information.

Demonstrated ability to process a large volume of assignments rapidly and accurately
with close attention to detail.
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9. Ability to multi-task, work in a fast-paced environment, and meet deadlines with frequent
interruptions.

10. Demonstrated work experience showing responsibility for immediate decision making,
tracking and problem solving.

11. Proven work experience demonstrating excellent interpersonal communication skills
including diplomacy, tact and flexibility with a diverse customer base.

12. Demonstrated ability to follow oral and written instructions and complete tasks
independently.
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Position Title: Senior Associate of Donor & Public Relations

Reports to: Senior Vice President, Donor & Public Relations

General Functions:

The senior associate works with the senior vice president of donor and public relations to
ensure diversified funding streams for CAUW and create contemporary strategies for public
relations and marketing activities.

Essential Functions:

The statements below reflect the items considered necessary to describe the essential
functions of the job identified and shall not be construed as a detailed description of all work
requirements that may be inherent in the job.

1.

Manage the program for year-round grant procurement, fulfillment and reporting that
secures additional revenue streams for CAUW and its related community initiatives
(including Central Michigan 211) from foundations, government and other funding
SOurces.

2. Lead the strategy and the committee for Women United, creating both fund development
and volunteer engagement opportunities.

3. Manage a set of annual campaign accounts (companies) that will accomplish
departmental and organizational goals in fundraising and engagement.

4. Create and track year-round strategy of the Leadership Giving Society’s donor
communication and engagement touchpoints.

5. Develop and implement written strategy for awareness and social media to engage
donors/community members in CAUW events, initiatives and other activities of the
annual work plan.

6. Serve as chief “storyteller” for CAUW by identifying, writing and/or videotaping success
stories related to the mission, funded projects and strategic initiatives that can be used
during campaigns, outreach presentations, social media, media relations and general
awareness.

7. Perform other duties and functions as directed by the supervisor.

Salary:

This is a bargaining unit position. The salary range for this position is identified in the
current ratified AFL-CIO OPEIU Local 459 agreement.

Minimum Physical Expectations:

Physical activity that always requires keyboarding, sitting, phone work and filing.
Physical activity that always requires extensive time working on a computer.

Physical activity that sometimes requires lifting under 25 lbs.
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Physical activity that sometimes requires pushing/pulling over 25 1bs. but not more than
50 Ibs.

Physical activity that often requires travel — car, train, and/or air. (More often during
Campaign Season)

Physical activity that often requires bending, stooping, reaching, climbing, kneeling
and/or twisting.

Specific vision abilities required include close vision, depth perception, and the ability to
adjust and focus.

Must hear and speak well enough to conduct business over the telephone or face to face
(in English) for long periods of time. Automobile travel is a requirement for this position
and a vehicle with proper licensing and insurance is required. Business mileage will be
reimbursed at the prevailing IRS rate.

Minimum Environmental Expectations:

This position will require working indoors. Due to the physical setup of the office with open
ceilings, regular office noise can sometimes be greater than in closed office settings.

Job Qualifications:

1.

Bachelor’s degree and at least three years of experience in communications, fund
development, human services/nonprofit administration or related field.

Previous experience and success in grant writing, including identifying new grant
prospects and fulfiliment of grant reporting.

Demonstrated strategic and creative-thinking skills and the ability to identify and
implement contemporary ideas and industry best practices.

Effective written and oral communications and interpersonal skills, including diplomacy,
tact and flexibility with a diverse customer base.

Demonstrated ability in positive customer relations with both internal and external
“clients.”

Ability to maintain confidentiality regarding financial and personal donor information.

Ability to multi-task with accuracy, work in a fast-paced team environment and meet
deadlines.

8. Demonstrated ability to follow oral and written instructions.

Proven working knowledge of Microsoft Office products, PC hardware and software.
Ability to utilize online training to learn new sofiware and gain industry knowledge.
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Position Title: Senior Public Relations and Branding Associate

Reports to: Senior Vice President, Donor and Public Relations

General Functions:

To assist in the positioning of Capital Area United Way as a leader of human services in the
Clinton, Eaton & Ingham counties. To implement a marketing/communications plan for
CAUW that promotes the mission & priorities of the organization. To present CAUW as the
expert in assessing human service needs, in facilitating financial & human resources to meet
those identified community needs, & in advancing the common good.

Essential Duties and Functions:

The statements below reflect the items considered necessary to describe the essential
functions of the job identified and shall not be construed as a detailed description of all work
requirements that may be inherent in the job.

1.

L. T

10.

11

13.

Serve as event manager for all events hosted by CAUW, including creating timelines,
prompting staff of deadlines, and planning logistics and promotional plans.

Develop and implement full range of public relations opportunities including op eds,
public service announcements, press releases, press conferences, letters to the editor,
blogs, social media, etc.

Coordinate an annual media relations plan and maintain strong relationships with
broadcast, print and new online media.

Develop graphic design and prepress production of a wide variety of marketing
communication materials including but not limited to collateral materials promoting
United Way programs and products, fundraising materials, CFC giving guide, MSU
materials, special event materials, newsletters, forms, donor letters, letterhead and
business cards, as well as other written materials.

Ensure consistency with United Way Worldwide Brand identity.
Manage social networking plans and sites
Initiate and assist in multimedia production.

Acquire photographs and video for website and print publications and maintain these
libraries.

Coordinate website plan, design and maintenance.

Assist with and/or write scripts for media interviews and special events.

. Provide back-up staff support for Public Relations and Branding Committee.
12.

Working with Community Investment staff, communicate data concerning community
impact work including information about ALICE results, grant outcomes, Family Wise
usage, and 2-1-1 usage.

Represent United Way at business and human services functions. Address community
groups and interested parties about United Way’s work in the community.
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14. Maintain email and server updates as needed, coordinate with external IT consultant, and
provide technical assistance to staff.

15, Participate in implementing organizational plans including strategic, annual department,
and relationship management plans: generate, implement, and monitor departmental
short- and long-term strategies in support of departmental strategic and relationship
management goals.

16. Perform other duties and functions as directed by supervisor.

Salary:

This is a bargaining unit position. The salary range for this position is identified in the
current ratified AFL-CIO OPEIU Local 459 agreement.

Minimum Physical Expectations:

e Physical activity that always requires keyboarding, sitting, phone work and filing.
* Physical activity that always requires extensive time working on a computer.
e Physical activity that sometimes requires lifting under 25 Ibs.

e Physical activity that sometimes requires pushing/pulling over 25 1bs. but not more than
50 Ibs.

» Physical activity that often requires travel — car, train, and/or air. (More often during
Campaign Season)

¢ Physical activity that often requires bending, stooping, reaching, climbing, kneeling
and/or twisting.

* Specific vision abilities required include close vision, depth perception, and the ability to
adjust and focus.

® Must hear and speak well enough to conduct business over the telephone or face to face
(in English) for long periods of time. Automobile travel is a requirement for this position
and a vehicle with proper licensing and insurance is required. Business mileage will be
reimbursed at the prevailing IRS rate.

Minimum Environmental Expectations:

This position will require working indoors. Due to the physical setup of the office with open
ceilings, regular office noise can sometimes be greater than in closed office settings.

Job Qualifications:

13. Bachelor’s Degree in public relations or related field, experience as intern, volunteer or
paid staff preferred; or Associates Degree in Public Relations with 5 years experience in
field;

14. Five years of experience with United Way or other non-profit agencies in public
relations.
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15.

16.
17.
18.

19.

20.

21.

22,
23.

Proven working knowledge of computer hardware and software with emphasis on
graphic design software.

Demonstrated ability in customer service.
Ability to maintain confidentiality regarding financial and personal information.

Demonstrated ability to process a large volume of documents rapidly and accurately with
close attention to detail.

Ability to multi-task, work in a fast-paced environment, and meet deadlines with frequent
interruptions.

Demonstrated work experience showing responsibility for immediate decision making,
tracking and problem solving.

Proven work experience demonstrating excellent interpersonal communication skills
including diplomacy, tact and flexibility with a diverse customer base.

Effective written communication skills.

Demonstrated ability to follow oral and written instructions and complete tasks
independently.
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APPENDIX B - SHORT TERM DISABILITY INCOME PROTECTION
As outlined in
Article 11, Section 5

BENEFITS: Benefits that will be paid during disability will be 66 2/3% of your average weekly
wage not to exceed payments of $400 per week, if you are continuously disabled by injury or
sickness and prevented thereby from performing any and every duty of your occupation,
providing such disability commences while you are employed at the Capital Area United Way.

Benefits commence after the 8th date of continuous disability for illness, and after 1 day of
continuous disability resulting from an accident/hospitalization.

Benefits are payable for any one disability up to a maximum of 13 weeks.

Benefits are payable for disability resulting from pregnancy or complications of pregnancy on
the same terms as would have applied if the disability had been caused by sickness.

The number of weeks for which benefits are payable during one period of disability shall be
limited to the maximum whether such disability is due to one or more causes.

Successive periods of disability due to the same or related causes will be considered one period
of disability unless they are separated by at least two consecutive weeks of active work on a full-
time basis. Successive periods of disability due to entirely unrelated causes will be considered as
one period of disability unless you have resumed active work and have completed at least one
day of employment on a full-time basis.

LOSSES NOT COVERED:

Loss resulting from:
1. Any period of disability during which you are not under the regular care of a physician;

2. Insurrection or war, declared or undeclared, or any act incident thereto;
a. active participation in a riot;
b. the act of committing a felony;
c. the use of drugs - except as prescribed by a physician;
d. intentionally self-inflicted injury while sane or insane;

3. Any injury or disease covered by Worker's Compensation Law or Act or similar
legislation, any employer sponsored benefit, or any uncoordinated no fault car insurance.

With the exception of the employee's option to retain three (3) days of sick leave, employees
shall exhaust earned sick leave prior to becoming eligible for coverage under Article 11, Section
5.

Employees retain the option of using vacation or any other leave time prior to becoming eligible
for coverage under Article 11, Section 5.
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DEFINITIONS - Wherever used herein:

"Employee" means a person who is directly employed and compensated for services by the
Employer, and who is scheduled to work at least 30 hours each work week.

"Disability" means you are unable to perform the material duties of his/her regular position with
CAUW.

WHO IS ELIGIBLE AND WHEN
EMPLOYEES: If you are a regular full-time employee, actively at work, you will be eligible for

benefits on the date of completion of your probationary period.

WHEN COVERAGE BECOMES EFFECTIVE

QUALIFICATION: If you are not actively at work because of disability resulting from injury
or sickness on the date your coverage would become effective as indicated above, your coverage
will not become effective until the day you return to active work.

WHEN COVERAGE TERMINATES

EMPLOYEE: Your coverage will automatically terminate on the following date:

Date you cease active work except if you are absent from active work due to covered disability
caused by injury or sickness.

WHO DETERMINES ELIGIBILITY AND CLAIMS

The Capital Area United Way will retain an outside party proficient and experienced in the
administration and determination of this type of coverage to determine when and if eligibility
requirements have been met, or if payment of a claim is justified.

MISCELLANEOQOUS PROVISIONS

NOTICE OF CLAIM: You must give the Capital Area United Way or the carrier written notice
of injury or sickness within 30 days from the date of commencement of the first loss for which
benefits are claimed or as soon thereafier as is reasonably possible.

This notice must be given by you, or by someone on your behalf, in writing, at the President /
CEO's office, and must contain enough information to identify the person for whom claim is
made.

CLAIM FORMS: Upon written notice of claim, CAUW or the carrier will furnish forms to you
for filing proofs of loss.
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PROOF OF LOSS: Written proof covering the occurrence, character, and the extent of the
disability must be furnished within 60 days of the occurrence of such disability in order to be
eligible for benefits. If you fail to furnish proof within this time period, your claim will be
denied, unless you show that it was not reasonably possible to furnish such proof within the time
required. In no event, unless contrary to law, will claims be allowed afier one year from the date
of the occurrence of the disability.
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APPENDIX C - EMPLOYEE PERFORMANCE EVALUATION

BACKGROUND

Each full time permanent employee's performance will be reviewed periodically in writing,
normally once a year, against established performance standards as outlined in his/her job
description and work plan.

The purpose of any evaluation is to insure communication and understanding between the

employee and the Capital Area United Way of job related areas the employee has and is
performing in a satisfactory manner, and any job-related areas requiring improvement.

ANNUAL PERFORMANCE PLANS

All bargaining unit members will have an annual, written performance plan which is created
jointly by the individual employee and the supervisor. The development of the performance plan
will be based on the employee's job description, Board and committee objectives, and
projects/activities agreed upon.
The work plan should include the following elements:

1. A clear statement of specific tasks and objectives

2. A statement defining the measurable completion of the task of objective.

3. A target date for completion.
The performance plan for individual employees is considered dynamic in the sense that additions
and/or modifications to the original work plan may be made upon agreement between the
employee and the supervisor.
The performance plan shall serve as a guide to the employee in executing and performing his/her

job. Performance plans would not normally be placed in the employee personnel file.

PERFORMANCE EVALUATIONS

The employee's performance evaluation by the immediate supervisor will be based primarily on
the individual's work plan. While performance evaluations may take place periodically, either
verbally or in writing, a written performance evaluation will occur no later than July 31 of each
year.

The annual written evaluation will occur using the following steps:
1. The individual may (at his/her option) submit to the supervisor, a self-evaluation which

can include such items as major contributions/accomplishments; performance difficulties;
career goals and/or recommendations for change.
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Verbal discussion of the individual's performance (and the self-evaluation, if submitted)
will occur between the employee and the supervisor.

The supervisor will then develop the written evaluation and discuss same with the
individual employee. At that point the written evaluation may be revised by the
supervisor.

Upon receipt of the final written evaluation the individual employee shall then sign and
date the evaluation, indicating receipt of same, and it will be placed in the employee
personnel file.

A bargaining unit member may not grieve the evaluation, except where it results in
discipline and/or discharge. However, if the employee takes exception to any statements
by the supervisor in the final written evaluation he/she may submit further written
comments, within five working days, which will be placed together with the written
evaluation into the individual's personnel file.

ELEMENTS OF PERFORMANCE EVALUATION

The employee performance evaluation of bargaining unit members will consist of the following

items:

1.

2.

Job Performance

Professional strengths/weaknesses

Professional growth/career development

Summary/overall evaluation

The evaluation of bargaining unit members will be kept confidential. No bargaining unit
member shall participate in the evaluation of another unit member. However, employees
retain the option of allowing union representation at any or all stages of his/her
evaluation, including periodic reviews. Further, a representative of the Union may, with

the member's written authorization, review said member's evaluation.

This constitutes the format for evaluations of bargaining unit members.
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