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        Workplace Organiser


JOB DESCRIPTION

Grade: 	Grade 6

Salary:	£40,730 rising to £43,092, plus annual subsistence of £3,489

Hours:	35 hours per week for 24 months fixed term 

Location:	Bath and North East Somerset Council office locations and branch workplaces, e.g. Keynsham, Bath, and remote.

Reports to:	Branch Management Group, with named Branch Officer as line manager


Overall Summary

The post holder’s main job role is to provide organising and case work support to the Bath and North East Somerset UNISON Branch. The Branch covers a number of employers over a small geographical area and the role will involve attending in person and virtual meetings across Bath and North East Somerset.

Key Tasks and Responsibilities

Key tasks and responsibilities appropriate to this post are listed below.  

Organising

· To identify and participate in branch recruitment and organising opportunities.
· To alert the branch to collective workplace issues, or patterns of cases that may require attention.
· To encourage members to become actively involved in the union at a level appropriate for them, signposting as necessary.

Representation

· To provide quality advice and representation to individual members at meetings such as disciplinary, grievance, sickness and capability hearings. 
· To provide advice and representation to groups of members, for example in cases of collective grievances, employer re-organisations and consultations around redundancy and TUPE.
· To maintain case files and records of all members dealt with in line with branch procedures. 
· Ensure that all information is kept in a secure and confidential manner and used in GDPR compliant ways, and that confidentiality of individuals is ensured.
· To ensure that information relating to members’ cases is shared in a timely fashion with the appropriate branch and regional colleagues to meet legal deadlines.

Other 

· To share skills and knowledge with branch activists by offering less-experienced reps advice, support and shadowing opportunities.
· To collaborate with other branch employed staff, branch activists and regional UNISON colleagues to ensure that the union’s rules and objectives are met.
· To ensure that updated membership details are passed to the appropriate colleagues for processing.
· Any other duties relevant to the key tasks and responsibilities identified above.  There may be occasions requiring work in the evening or at the weekend for which time off in lieu will be available. 


PERSON SPECIFICATION

Bath and North East Somerset UNISON is an equal opportunities employer, committed to providing equal opportunities regardless of race or ethnic origin, gender identity, family situation, sexual orientation, disability, religion or age (up to 65).  This person specification is designed to help members on the interviewing panel judge the qualities of interviewees in a systematic and consistent way and in accordance with UNISON’s equal opportunities policy.  It is given to all job applicants for information.


	Heading
	Selection criteria
	Essential or Desirable

	
1.	Knowledge and Skills

	
1.1 Ability to identify collective issues for organising purposes

1.2 Understanding of basic employment law and use of employer policies and procedures and willingness to learn more.

1.3 Practical problem-solving abilities

1.4 Managing casework and/or experience of using a case management system

1.5 Familiarity with social care and/or school and/or health care settings

1.6 Knowledge of UNISON’s approach to supporting and organising members

	
Essential


Essential



Essential

Desirable


Desirable


Desirable

	2.	Interpersonal and        Communication


	2.1 Experience of advising, guiding or persuading using interpersonal skills to respond to the needs of others

2.2 Ability to advocate on behalf of others and to challenge both members and employers in formal settings

2.3 Experience of dealing sensitively with     people who may be upset or angry

2.4 Experience of communicating effectively both orally and in writing

	Essential



Essential



Essential


Essential



	3.	Initiative and Independence

	3.1	Experience of organising and prioritising own workload

3.2    Ability to work on own initiative

3.3.   Following policies and procedures

	Essential


Essential

Essential

	4.	Physical Skills 
	4.1	Keyboard skills

4.2    Ability to travel to various workplaces

4.2	Full driving licence and access to a car

	Essential
    
    Essential 
    
    Desirable

	5.	General knowledge
	5.1	An understanding of and commitment to the principles of equality and democracy

5.2	A general understanding of employment-related issues

5.3	An understanding of the role of trade unions and the social and political environment in which the union operates

5.4	Ability to use ICT packages including Microsoft Office suite

	Essential


Essential


Essential



Essential
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