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	Job

Description


	Date of Issue:  

February 2021
	

	
	
	Sandwell General Branch


	Job Title
Private Sector Caseworker
	2 Year Fixed Term

	Grade 7
(£29,778-£31,492 pro rata)


	Location

UNISON Office for Sandwell General Branch plus Member workplaces throughout Sandwell

	Responsible to
Branch Secretary 
	Contacts
UNISON Members
Branch Officers/ Stewards

Regional Officials

Office Staff
Human Resources
	Persons responsible for:

None

	
	
	Special conditions
Must be able to travel throughout the Borough

	Working hours
17.5 hours per week. Actual working hours subject to agreement 
	

	
	Conditions of Service

UNISON 

	This job description is a guide to the work you will initially be required to undertake.  It may be reviewed from time to time to meet changing circumstances.



	Job Summary

	To lead on representing and organising UNISON members working in the Private Sector, providing advice and representation where necessary. To work closely with the Branch Secretary and Stewards to promote UNISON and assist organising in across Private Sector employers. 


	Your current duties and responsibilities are:-

	1. 
	To provide individual representation to members working with grievances, in disciplinaries, under sickness absence procedures, or on any other relevant matter. 

	2. 
	To maintain all relevant files and documents in relation to individual representation in line with Branch systems and the Data Protection Act.

	3. 
	To provide collective representation on issues such as restructures, redundancy situations or any collective grievances that may affect UNISON members. Wherever possible to use collective representation to organise and recruit new members. To be the person negotiating with the employer on behalf of UNISON where necessary. 

	4. 
	To assist the Branch in helping retain and recruit UNISON Members. This to involve visiting workplaces on a regular basis, espousing the values and benefits of being a UNISON member and encouraging member activity in UNISON. 

	5. 
	To assist in the distribution of Branch communications, including the Branch newsletter and website. To assist in distributing national UNISON material when relevant.

	6. 
	To provide advice and guidance to members with queries and problems. This to be both over the telephone and in person. To act as the first point of contact for all members working across the private sector.
7. To work co-operatively with all Branch Officers and Stewards to advance the cause of the union. To specifically work with UNISON stewards in the private sector, providing support and assistance where necessary.
8. 8. To work under the direction of the Branch Secretary in relation to any campaigns or industrial action that affect members in schools.

9. To attend any training necessary to support members in schools and advance the cause of UNISON.

10. To cultivate working relationships with other trade unions in order to advance the interests of UNISON members. 

	11. 
	It is your responsibility to carry out your duties in line with UNISON’s policy on equality and be sensitive and caring to the needs of the disadvantaged, promoting a positive approach to a harmonious working environment. You should act as an exemplar on these issues and should identify and monitor training for yourself and any employees for whom you are responsible, in line with this policy and the Equality Act 2010.

	12. 
	Such other duties as may be appropriate to achieve the objectives of the post to assist the Branch Office in the fulfilment of its objectives commensurate with the post holder's salary grade, abilities and aptitudes.

	13. 
	The post holder must at all times carry out his/her responsibilities with due regard to Health and Safety at Work.
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