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Jill Tolson
Few members of the UKSG will be unaware of
the name of Jill Tolson the Group's Administrator
and only paid employee. Jill agreed, somewhat
unenthusiastically, to be our Profile victim this
month ("What can be said that is interesting about
me?" she queried modestly).
"Administrator" is a convenient, all-embracing
term that means in practice that she is involved in
just about everything to do with the Group, an
involvement that is growing each year as UKSG
continues to expand.
Members will of course know her best from
meeting her at the Annual Conference or through
renewal of their annual membership but these are
merely the tip of the iceberg in terms of what she
does.
Jill took up her post in February 1989 having I
been grilled i t a panel interview in Blackwells
offices in Oxford (panel being members of the
Committee). At the time the Tolson family were
toying with the idea of moving to Cornwall but this
soon changed once the delights of working for the
many varied personalities of the UKSG Committee
became apparent. Prior to that Jill had spent some
10 years bringing up her children (Adrian and Faye)
and was beginning to look around for a job that
would be interesting, with flexible hours and that
would enable her to work from home. Officially Jill
works 20 hours a week for the Group (recently
increased to 22.5) but, depending on seasonal
demands, it can vary from 15 hours a week to 11or
12 hours a day. Peak times are in the first few
months of the year when membership renewals are
coming in, when the full administration of the
annual conference is at its height, committee and
sub committee meetings need to be catered for and
she is facing the pressures of finalising the end of
year accounts and the annual audit. Office (or
UKSG Corporate Headquarters as Committee wags
prefer) is the spare room at the Tolson home on the
edge of rural Witney in Oxfordshire overlooking
the fields, and usually shared with Thomas the
Tolson moggie who finds the computer keyboard a
relaxing pillow.
The experience and expertise that Jill brings to
the Group were drawn from the time when she was
running her own secretarial services company in
London in the 70s. This involved providing short
term administration and secretarial help to
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businessmen temporarily in the Capital and taught
her how to cope with unusual "office" hours,
unusual "employers" and the pressures of
deadlines.
Prior to that, Jill had been something of a girl of
the 60s, travelling and working in various countries
including Sicily, the Canary Isles and Jersey with
short periods back in England recharging her
batteries and facing solid routine work to get the
cash to enable her to continue her travels. Every
type of paid employment kept the wolf from the
door during her stints abroad. Teaching shorthand
to a Swedish girl in the Canaries whilst officially
employed to teach English to Spanish students
being one of the more colourful examples. Home
was originally Abingdon in Oxfordshire where she
also undertook a Secretarial Course at the local
College as a teenager, prior to embarking on her
first trip at the tender age of 17.
The UKSG has proved to be a different
experience for her - each day brings something new
and interesting. She particularly likes the mixture of
library and trade that is present amongst the
Committee members the people she has most
contact with unlike the purely commercial
pressures and outlooks that were part and parcel of
her Secretarial company days. She is also a great
believer (and participator) in humour, to balance the
seriousness of the topics under discussion an2 is
delighted that there are some very good exponents
of this on the Committee (the heights of creativity
at Committee meetings normally being reached in
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laser printer and new photocopier will shortly sit
mid-afternoon after 2 hours discussion or so on
alongside her fax machine. The use of a database
item 20 on the agenda).
package is eagerly awaited as she is keen to set up a
So what does Jill do? What is a typical day for
more detailed classification of members and
her? Whatever the Group gets involved in, Jill turns
potential members so that mailings of Group events
her hand to. For example, every aspect of the
and news can be tailored more closely to individual
annual conference impinges on her life production
needs. The new accounting package will provide
of the programme, mailing publicity, registering
considerably more management information for her
delegates, booking accommodation and then, on the
and the Group Treasurer, as well as undertaking
day, being on duty at the conference to deal with
routine invoicing, sales ledgers and purchase
any last minute administration and emergencies
(and there is always something). She handles all the
ledgers.
Jill's calm and collected appearance a t
daily work involved in book- keeping and accounts,
Conferences and Committee meetings give little
including banking of cash and remittances. The
clue to the vast amount of
current turnover of the
activity
(and
often
Group is in the region of
problems)
taking
place
f 186,000 and whilst a
Ask the members of the behind the scenes. When she
manual ledger system has
UKSG Committee to think of
there had been an
been sufficient until now,
she is currently exploring
one of the best decisions the interregnum between her
the automated accounting
Group may have made in M~V" and the departure of
packages on the market in
Anne
Hillier,
her
order to have a system
recent years and the answer predecessor, during which
installed for the new
will be: Jill Tolson. "Highly time the Treasurer and other
financial year. And of
efficient", "unflappable", members of the Committee
course the VATMAN needs
ably coped with the
"diplomatic", "determined yet ahinistmtion.
CPtching up
to be looked after. Jill has
even indeed enjoyed the
very kind" have all been used and installing new
dubious delights of a VAT
to describe her and as a procedures and systems
were her first priority,
inspection at her office.
Once Serials the UKSG
bonus, "extremely good followed almost straight
company77away by the demands of the
has left the
iournal
~ n n u ~Conference
l
at
editorial hands of John
Birmingham.
Bitter
Cowley, Jill coordinates the
experience has taught her
printer's involvement and
the necessity of being completely involved in all
the final mailing to members. She also produces the
administration relating to UKSG events. She recalls
Group's leaflets using her Desktop Publishing
software and coordinates the publicity and
the time at the CD-ROM seminar in York when the
coach had failed to arrive and delegates were
administration for the regular seminars. Not
starting to become a little impatient someone else
forgetting of course the demands of Committee
meetings and the AGM preparation of paperwork
had made the booking and she was completely
unaware of the name of the coach company.
and production and distribution of minutes etc. And
The First European Serials Conference in The
then there are the membership records and renewals
Netherlands also provided its share of first time
(currently over 500 members), the European Serials
expereinces: delegates were unaware that our
Conference, special events.. . you name it, Jill has
Russian speaker was successful in getting to
done it and of course phone calls up to 15 a day
Holland only because of the finely composed
sometimes to deal with (ably helped by her
official invitation faxed by Jill to the Embassy in
answering machine when necessary).
Moscow at the last minute, pleading for the visa
Things have changed dramatically in the
that was failing to materialise. She also faced the
relatively short period that she has been with the
disheartening experience of discovering that the
UKSG. Her job description is now considerably out
printing for the conference had gone horribly wrong
of date and the whole workload has increased
just hours before departing for the ferry saved
almost out or recognition. Whilst PCs, word
however by switching to a journey by air the next
processing and DTP software are everyday tools in
day and giving time for a reprint. This same
her office, she is currently in the process of
Conference also gave Jill a taste of international
upgrading these to more powerful hardware and
software to cope with the expanding requirements.
finance: the intricacies of running a Dutch Guilder
bank account for delegates' payments and learning
Pagemaker DTP will be installed along with a new
the somewhat different requirements of the Dutch
database package for membership records and a
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VAT Office. Running a one-off conference in
Holland from an office in England for delegates
from around the world presents an almost unique
VAT situation. As a "small" business she has also
had her share of the frustrations of dealing with the
Post Office the bureaucratic barriers of the main
offices testing her inventiveness in setting up
"unapproved" deals with the more obliging local
office. On one occasion the PO lost all our AGM
papers in transit and it was Jill's dogged
determination that made them cough up f200 in
compensation.
The nice times are also remembered however.
One of our German members has made something
of a habit of appearing at the annual Conference
without a booking but his gift to Jill of a bottle of
perfume on the most recent occasion provided a
very acceptable apology (please note that other
members are advised not to try this approach!). One
of the more memorable times was the exhilarating
feeling at the end of the First European Serials
Conference (something of an experiment anyway
for the UKSG) when delegates were departing after
a very successful and enjoyable three days and after
many months of preparation and detailed planning
by Jill and the Organising Committee. A relaxed
tour of Amsterdam rounded the occasion off nicely.
All work and no play however is certainly not
the Tolson philosophy. Jill enjoys a regular game of
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badminton and finds time to relax with classical
music and jazz, particularly modern jazz (the
children are being encouraged to play the clarinet
and sax). She has also been very involved in school
activities including organising the school's
Harvest Festival. At one time she also started a
toddlers' group in Witney and spent some years as
a Reading Help Volunteer at the local school.
Ask the members of the UKSG Committee to
think of one of the best decisions the Group may
have made in recent years and the answer will be:
Jill Tolson. "Highly efficient", "unflappable",
"diplomatic", "determined yet very kind" have all
been used to describe her and as a bonus,
"extremely good company". Many members will
testify to her helpful and accommodating response
an approach that has given her the opportunity to
make many new friends over the last two years and
that has played no small part in the ever continuing
success of the UKSG.

-

-

-

Albert Prior,
Swets, UK Ltd

