UNISON
HEAD OF MEMBER LIASON UNIT EXECUTIVE OFFICE
REF: EXO/9


JOB BRIEF
UNISON is Britain’s leading trade union, with over 1.3 million members working in the public services, energy services, private, voluntary and community sectors.
UNISON employs around 1300 staff, approximately 370 at our national centre in Euston central London and the remainder in our 12 regions across the UK including Northern Ireland.

UNISON is seeking an experienced, flexible and highly organised individual to lead its Member Liaison Unit. As Head of Member Liaison you will share our commitment to building strong union organisation, empowering our members through participation in our decision making structures and providing high quality support to members. If you have a commitment to trade union democracy, experience of delivering large scale elections and industrial action ballots, ensuring good governance and experience of managing teams and contracts, you could make a real contribution to our future. The Head of the MLU is a key role at the heart of our organisations democratic structures and member support. You will manage our contract with UNISON Direct and our external provider of election services as well as a team of staff dealing with elections, industrial action, complaints and internal governance matters.
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JOB DESCRIPTION
Grade:	2
Location:	UNISON National Centre Reports to:	 Director of the Executive Office Responsible for:
OVERALL SUMMARY

The Post is Head of MLU and reports directly to the Director of the Executive Office.

The post holder is responsible for management and oversight of UNISONdirect call centres, ballots, elections and governance matters in UNISON.

Key Responsibilities

· Responsible for the strategic and operational development of UNISONdirect call centres.
· Manages all ballots for UNISON including all advice given in regard to ballots or members and regions.
· Manages all UNISON elections including SGE,NEC, Labour Link and General Secretary.
· Responsible for UNISON’s internal governance including management of complaints, negligence cases, UNISON rule book and disciplinary hearings.
· Manages staff, budgets, functions and activities within the unit ensuring efficiency and effective use of resources.
· Management of the UNISON mediation scheme.
· Responsible for development and maintaining effective communication strategies across a wide range of stakeholders.
· Ensures effective mechanisms to manage and develop staff and involves them in decision making
· Ensures good management practice including change management and leadership.
· Ensures the development and management of performance standards across the Membership Liaison Unit with methods for monitoring and evaluation.
· Undertakes other duties as required by the grade descriptor and job profile for the post.
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Person Specification
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. 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.

	1. Thinking Skills

	1.1 Strategic leadership, organisational development and management of change to improve organisational performance

1.2 Experience of complex problem solving including:
· Analysis of complex information including disciplinary reports, project documentation and financial information
· Solving cross departmental problems
· Knowledge of the UNISON rule book.
· Strategy development
· Development and implementation of performance standards including monitoring & evaluation

1.3 Experience of undertaking strategic planning including ability to evaluate and improve organisational performance

1.4 Experience of operating and influencing effectively in a political environment

1.5 Commitment to and understanding of UNISON’s aims and values.

1.6 Commitment to and understanding of equal opportunities

	2. Inter-personal & Communication skills

	2.1 Ability to use initiative and independence over a broad area of activity at a senior level, involving decision making, discretion and critical analysis
2.2 Very highly developed interpersonal skills including
· Leadership
· Emotional intelligence
· Mentoring and coaching skills
· Motivation
· Managing conflict
· Handling complex relationships



	2.2 Experience of influencing people at all levels, internally and externally including
· Strong presentation skills
· Ability to produce coherent reports on complex issues
· Challenge constructively
2.3 Ability to work in partnership with trade unions and lay membership

	3. Initiative and independence

	3.1 A track record of using initiative and independence over a broad area of activity where decision making and discretion is required
3.2 Ability to act as the adviser to senior managers and senior lay committees

3.3 Analysis, empathy, data, and good judgement to approach organisational and governance problems with the ability to demonstrate excellent interpersonal, listening and problem solving skills with a high level of integrity

	4. Staff management

	4.1 Demonstrate the ability to lead and manage high performance of senior multi disciplinary teams within a complex organisation
4.2 Demonstrate the ability to manage multi-functional units or teams including managing strategic projects and co-ordinating the work of others including those not in direct reporting relationship

4.3 Demonstrate the ability to effectively managing systems and resources
4.5 Experience of recruiting, motivating, developing and managing staff and their performance

4.6 Demonstrate the ability to translate organisational strategy into work programmes including setting standards, monitoring and evaluation
4.7 Experience of managing and prioritising work under pressure (both self and others)

	5. Resource Management

	5.1 Ability to formulate, monitor and control budgets

5.2 Ability to ensure value for money and the effective use of resources.

5.3 Ability to manage contracts with external providers of services

5.4 Ability to manage and allocate staff and their work in fast changing environment

	6. Physical Skills

	



	6.1 Awareness of and the ability to use Information and communications technology, including social media platforms.

	7. General Knowledge

	7.1 Understanding of and commitment to UNISON’S aims and objectives including the principles of equality and democracy
7.2 In depth understanding of the role of trade unions and the national and local social and political environment in which the union operates

7.3 Specialist knowledge and understanding of complex ballot, election, dispute and membership issues.

7.4 Extensive Knowledge of UNISON, its policies and democratic lay structures.

7.5 Detailed knowledge of TU legislation, GDPR and rule book



Other Information
Please send 4 copies of completed application forms along with Recruitment and Disability monitoring form to Human Resources Department, UNISON, 130 Euston Road, London NW1 2AY quoting the reference EXO/9.

Please note only the General application form will be accepted.

The closing date for completed application forms is XXXX Date 12 noon. Interviews will take place on XXXX Date.
