


UNISON BCP  Branch

JOB DESCRIPTION

Job Title		: 	UNISON Branch Office Administrator
Post No		:	BR1
Salary Band		:	UNISON Salary Grade 8 (pro rata)
Responsible To	:	Branch Secretary 

MAIN PURPOSE

1. To undertake the administrative roles and office duties necessary to support the Branch Secretary and other elected Branch Officers and Stewards.
2. To ensure an efficient, effective and confidential support service is provided to the Branch.
3. To provide an administrative service for BCP Branch UNISON Members.

MAIN RESPONSIBILITIES

Membership data maintenance

1. To process and maintain accurate membership data and subscription payment records using the UNISON specialist software WARMS database system.
2. To work with Branch Officers to develop processes and procedures.
3. Produce spreadsheets, reports, data sheets and mailing labels to support membership data and information requirements and provision for the Branch.
4. Maintain up to date contact lists and distribution systems for email, loop and address correspondence and communication.
5. Deal with all enquiries from Stewards and Regional Officers and members related to membership , subscription and banding information.
6. Undertake yearly data cleansing exercise to ensure data is accurate and up to date.

Branch Officer and Steward Support and Development

1. Assist in the administration of Branch Officers diary scheduling, meeting requests, correspondence organisation and information requirements.
2. Prepare and distribute appropriate documents and information packs in connection with scheduled meetings and appointments.
3. Assist in the maintenance and production of information resources and documents for the Branch Office using various software packages such as Word, Access, Excel and Powerpoint presentations.
4. Maintain accurate training records for Stewards and Branch Officers and promote and administer training information and opportunities to existing and potential new executive members.
5. Work with the Branch Treasurer to support an admin process for an efficient payment/claim process.




Branch Office Service Delivery

1. Establish an office routine that ensures that the Branch provides a service to its membership during normal office hours. Ensuring all enquiries to the Branch by telephone, post, internal mail, email, fax and personal callers are recorded and administered using agreed procedures and methods. 
2. Deal with all enquiries including allocation of cases to appropriate Branch Officers and Stewards liaising as appropriate with the Branch Secretary.
3. Ensure enquiries and correspondence are logged and prepared appropriately to pass on to Stewards and Branch Officers and once completed ensure enquiries and correspondence are followed up and files closed according to office procedures.
4. To maintain confidentiality at all times and to use tact, empathy and discretion in dealing with others.
5. Ensure staff files and case records are kept up to date and stored securely and kept confidential.  Arrange for document destruction in accordance with the Branch retention policy.
6. Monitoring and prioritising actions and deadlines as requested internally and externally.
7. Organise the Branch telephone cover and be the first point of contact for any branch callers allocating issues as appropriate in consultation with the Branch Secretary.  Ensure agreed procedures in relation to minimum standards response to enquiries, correspondence and complaints are achieved and maintained and undertake appropriate monitoring and reporting of this to ensure service delivery is maintained.
8. Providing information to members answering queries, designing documents, drafting correspondence, prioritising work and referring callers to appropriate officers
9. Maintain and develop an effective communication network for Stewards and members.
10. Administer and develop processes for Branch Membership benefits such as the beach hut, pantomime and other initiatives.
11. Handle and administer cash and cheques in respect member benefits.
12. Ensure stationary stocks are ordered and maintained for the Branch
13. Organise the maintenance and ordering of branch office equipment and resources when required.
14. Ensure efficient use of resources and monitor and report on the expenditure budget and provide information 
15. Organise and book meetings, conferences, Branch Officer/ Steward training etc where appropriate including organising the venues and provision of catering/refreshments when required.
16. Organise the booking of business travel arrangements and accommodation for Stewards and Branch Officers as appropriate.
17. Organise and oversee the administration of a regular membership mailout.
18. In conjunction with Branch Officers help to compile information leaflets and newsletters regarding membership issues.


Other Duties

1. Participate in Branch administration and development meetings and conferences where appropriate.
2. Network with Branch Administrators across the region to share good practice and understanding of the role and its development.
3. Attend meetings and take minutes as requested. Circulate minutes as required.
4. Ensure that all documents and other material are produced to a high standard and comply with in house style.
5. Undertake routine office duties as necessary including photocopying, shredding, faxing and email.
6. Undertake filing and correspondence organisation as appropriate.
7. Providing some support for recruitment. Collating and despatch of recruitment materials and occasional assistance with recruitment events. 
8. Organise and support volunteers and office help when required.
9. To undertake training and development as required.
10. Undertake any other duties as required and commensurate with the level of the post.
11. To comply with all decisions, policies and standing orders of the Branch, for example the Health and Safety at Work Act and Data Protection Act.






























Person Specification
BCP UNISON		
Post Title: UNISON Branch Office Administrator		
Post Number: BR1	
Salary Band: UNISON Salary Grade 8 (pro rata)	
	Attributes & Criteria 
	Method Of Assessment

	Experience:
· Experience in a customer focussed environment.
· Successful experience in an office administration role.
· Experience of working in a large or complex organisation
· Experience of using bespoke or specialist ICT applications.
	Application form 
Interview
References


	Qualifications/Training:
· 4 GCSE’s (or equivalent) including Mathematics and English.
·  NVQ Level 2/3 in Business Administration
· Training in the use of IT systems and MS Office programmes.
	Application form
Certificates

	Aptitudes/Abilities:
· Excellent interpersonal and communication skills (written and verbal) and ability to deal with upset/distressed or angry members mostly over the phone
· Excellent organisational skills
· Ability to use computer applications efficiently.
· Good keyboard skills
· Numerate with ability to check and assimilate figures quickly and accurately
· Ability to create spreadsheets and generate associated reports
· Ability to deal with conflicting priorities
· Ability to produce accurate minutes of meetings attended. 
· Ability to work on own initiative
· Ability to adapt to change, adopting a pro-active and customer focussed approach
· Sound personal organisation skills, ability to prioritise and work effectively under pressure.
	Application form
Interview
Test
References


	Knowledge:
· Fully conversant with Microsoft Office software packages including Outlook, Word, Excel and Powerpoint.

· General understanding of bespoke ICT applications
	Application form Certificates
Interview


	Attitudes/Motivation:
· Positive and flexible approach.
· An organiser
· Attention to detail and accuracy
· An understanding that the duties involve mean that confidentiality, loyalty, diplomacy and integrity are essential
· An appreciation of the importance of good customer care
· Conscientious and proactive attitude
· Ability to listen and demonstrate empathy in difficult situations
· High level of customer care.
	Application form
Interview
References



 



