ESSEX COUNTY BRANCH UNISON

Job Brief: Branch Caseworker

Introduction

1. UNISON is Britain’s leading public sector trade union, with over 1.3 million members working in the public services, private, voluntary and community sectors and in the energy services. We employ 1200 staff, approximately 370 at our national centre in Euston, central London and the remainder in our twelve regions across the UK, including Northern Ireland.
2. The Essex County Branch of UNISON represents members working for Essex County Council, Essex Fire & Rescue and LEA schools in Essex.  The branch covers a diverse range of occupational groups.
3. The Branch Caseworker is a new role. The person appointed to the post will be an enthusiastic and flexible resource for representation of members, both individually and collectively.

4. UNISON structures its work programme to provide for the systematic implementation of policies adopted by its democratic lay member structures.  The Caseworker will play a key role in helping to achieve the targets arising out of the second of the four key objectives determined by the National Executive Council:

· Recruiting, organising and representing members.

· Negotiating and bargaining on behalf of members and promoting equality.

· Campaigning and promoting UNISON on behalf of members.

· Developing an efficient and effective union.

5. The key aims of the union as detailed in our Rule Book seek to:

i)
Extend and promote our influence in the workplace and in the Community.

ii)
Promote, safeguard and facilitate participation by all members in the union’s democracy, with special regard to women, members of all grades, black members, disabled members and lesbian, gay, bisexual and transgender members.

iii)
Provide effective standards of service in the areas of representation and advice, information to members on the work of the union, the provision of financial benefits and the maintenance of educational facilities for members.

6. To further these aims, post holders have a strong commitment to the trade union movement and the ability to motivate potential members to join and participate in the activities of UNISON. They also have an understanding of equalities issues and commitment to building a diverse organisation.  They must demonstrate a enthusiastic and proactive approach to recruitment which encourages, motivates and enthuses colleagues and lay member activists. The allocation of work to the organiser is the responsibility of the Branch Secretary. Areas of work are annually reviewed in discussion with the organiser to meet the needs of the organisation and services to the branch and its members.
7. UNISON is currently undergoing a period of change to meet the union’s developing recruitment, organising and campaigning agenda. Postholders must be willing to change and adapt to help and support lay activists to do likewise.
ESSEX COUNTY BRANCH UNISON

Branch Caseworker ref. ECBU_C2019
JOB DESCRIPTION 

GRADE:


UNISON Grade 7 (£29974 pro-rata)
REPORTS TO:
The Branch Secretary or a designated lay officer, dependent on circumstances

OVERALL SUMMARY

Under the supervision of the elected Branch members to manage an active caseload of member work based issues, including but not limited to grievances, disciplinary meetings, absence management, bullying and harassment.
Work Areas

To provide information, advice and guidance including support and representation to members of the Branch (from all sectors of the Branch membership.) 
· To respond to initial enquiries from members of the Branch (by telephone, email and in person) to provide the necessary advice, guidance and support relating to employment as deemed necessary for the enquiry. 
· To undertake a caseload of member work issues, including co-ordinating further advice and organising or providing representation as required.

· To attend and support members in meeting with their employer. These meetings will normally be across Essex but may occasionally be in London and neighbouring counties. Accordingly the possession of a full UK driving licence is desirable (see Person Specification,)
· Attending consultative and negotiating meetings with employers to represent the best interests of UNISON members.
· Assisting with consultations/ ballots of members as required.

· Maintain accurate records of all casework undertaken.

· Attend and contribute to any meeting necessary to support the Branch and its members.

· Preparing reports on your work for the Branch Committee.

· Supporting the Branch Administrator in organising the compilation, production and distribution of circulars, newsletters and other forms of communication to activists and branch members.
· Support to Workplace Representatives (Stewards) including advice on Casework and assisting new reps with Casework to further their development.

· Liaison with UNISON Eastern Region and UNISON Centre as required.

Responsibilities for information resources

· To maintain and update your records and databases where necessary.
· Completing all necessary and required paperwork relating to Casework.
· To manage relevant information for the Branch Committee.
Other responsibilities
· To liaise and work collaboratively with Officers and Committee members of the Branch.

· To promote equality and diversity in all aspects of UNISON’s work.
· To identify and personal training needs and report these to the Branch Secretary.
· Undertakes other duties as the Branch Secretary and Branch officers may reasonably require.
UNISON

 PERSON SPECIFICATION AND SELECTION CRITERIA
UNISON Essex County Branch 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.  This person specification is designed to help members of Interviewing Panels 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

	1. Thinking
	1.1
Experience of developing solutions including:


· drafting statements of case
· drafting action plans
· analysing information and statistical data.
· Ability to understand and analyse complex, extensive and detailed information.
1.2       Learning and Development


· ability to identify training needs of others

· commitment to continuous personal learning and development.

	2. Interpersonal & Communication
	2.1.
Experience of communicating with a range of individuals including:


· Influencing outcomes at meetings

· Providing written and verbal advice

· Challenging employers’ proposals and proposing  alternatives substantiated with reasons 

· Writing newsletters leaflets etc.
· Speaking confidently in front of groups of people.

2.2        Experience of giving advice and representing members on a variety of employment issues.


· Conciliation skills to resolve disagreements
· Responding effectively to people who are angry or upset.

2.3 Experience of effective team working with volunteers (Branch officers and reps) and paid staff.
2.4 Tenacity, resilience, the ability to  work under pressure


	3. Initiative & Independence
	3.
Experience of prioritising own workload including:


· decision making within guidelines

· Following policies and procedures.
· Devolving work to other appropriately

· Self-administration – typing own letters / emails, photocopying


	4. Resource Management
	4.
Experience of handling or processing material financial or & information resources including:


· time management
· Ability to maintain concise accurate records
· maintaining confidential information.

	5. Physical Skills ((with Equalities Act modification where necessary)
	5.1      Keyboard skills

5.2      Lifting light equipment
5.3       Ability to travel 

	6. General Knowledge
	6.1       Understanding of and commitment to the principles of equality and democracy.
6.2        A working knowledge of employment law.

6.3        Experience of a range of employment issues such as reorganisations and restructures, disciplinaries and grievance, TUPE transfers, redundancy, unfair deduction of wages, and discrimination prohibited by the Equality Act.

6.4        Understanding of the role of trade unions and the   social and political environment in which the union operates.

7 6.5        ICT packages including Microsoft Office suite.

	
	


Other Information

Please post three copies of your completed application form, together with Equal Opportunities (EO) and Disability Monitoring Forms to Jo Baldry,  Essex County Branch UNISON, 70 Duke Street, Chelmsford, Essex CM1 1JP or by email to unison.essexcounty@virgin.net, quoting the ref: ECBU_C2019 to arrive no later than 17:00 hrs on 28 June 2019.
Interviews will be held in July 2019 in Chelmsford. Please indicate any dates on which you are not available.
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