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Branch Coordinator, Taunton

Grade:		7
Salary:		£29,778 - £31,492 (pro rata)*
Hours:		21 per week, permanent post
Location:	Branch office, Taunton**
Reports to:	Branch secretary
* Awaiting confirmation of 2022 cost of living increase
** Branch is open to mix of office/ home working arrangements

Overall Summary

The postholder’s role is to run a busy branch office and coordinate the provision of branch services to members on behalf of UNISON Somerset Health branch committee and workplace reps. The postholder will also provide basic
information, advice and guidance to members, and provide administrative support to help the branch deliver its organising and development aims.

Job Description

Communication

· Logging and answering telephone/ written enquiries from members as the first point of contact for the branch
· Providing members with basic information, advice and guidance on employment issues and about becoming active in the union
· Advising non-members on how to join UNISON and explaining the benefits of membership
· Assisting branch officers with producing and distributing communications to members and reps using a range of media, including surveys, newsletters, leaflets and bulk emails/ texts

Coordination

· Assessing members’ requests for assistance in terms of urgency and priority
· Signposting members to available sources of formal advice, support and representation
· Supporting branch officers with the allocation and monitoring of casework and collective consultations undertaken by workplace reps
· Assisting the branch leadership team – chair, secretary and treasurer - with the effective organisational functioning of the branch
· Liaising with other branches and the regional and national offices of UNISON as appropriate

Administrative

· Day to day running of the branch office
· Dealing with incoming post and emails
· Maintaining the branch’s information management systems, including Outlook email and electronic filing systems
· Maintaining stocks of stationery and UNISON published materials

Specialist/ technical

· Carrying out general research on employment issues
· Checking and maintaining accurate branch membership on WARMS
· Setting up and maintaining case records on Caseweb
· Generating standard financial, membership, activist and case 
management reports for branch committee
General
· Any other duties relevant to the overall responsibilities of the post

Person Specification

UNISON Somerset Health branch is an equal opportunities employer, committed to providing equal opportunities regardless of race, marital status, gender, sexuality, disablement or age.  This person specification is designed to help members of Interviewing Panels judge the qualities of the interviewees in a systematic and consistent way and in accordance with the branch’s equal opportunities policy.  It is given to all job applicants for information.

Communication

· Good written and verbal communication skills
· Ability to deal with people sensitively and respecting confidentiality
· Good interpersonal skills, in particular when dealing with people who are angry or upset

Coordination

· Ability to assess the urgency or importance of requests for advice or information
· Strong problem-solving skills
· Ability to make decisions and take initiative within a defined case management and planning framework
· Ability to coordinate activity between different key stakeholders – members, branch activists, and regional staff

Administrative

· Experience of general office administration
· Good word processing skills
· Good organisational skills
· Proficiency in using IT and database applications – WARMS and Caseweb

General

· Proven ability to work as part of a small team and cope with a busy working environment
· Ability to prioritise workload and set own work plans with minimum supervision
· Basic knowledge of employment law and procedures
· Commitment to the aims and objectives of the trade union movement
· Commitment to and understanding of Equality issues and democratic principles as they affect members and the objectives of UNISON


WARMS is the name of the database UNISON Somerset Health branch uses to manage our membership information consistently and securely. This system is due to be replaced with the latest version called Merlin. The post holder will receive full training on the system. Using WARMS to check information and make updates will form part of the everyday role.

Caseweb is UNISON Somerset Health branch’s confidential online system for managing member complaints and grievance documentation and timelines. All associated paperwork i.e. forms, letters, emails are scanned into the case system which can then be retrieved at any time. Training will be given to the postholder, so they are proficient in the use of the system. 
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