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PRIVATE & VOLUNTARY SECTOR CASEWORKER

14 HOURS PER WEEK (PART-TIME Temporary – 12 month initial contract)
Introduction

UNISON Nottinghamshire Healthcare Branch supports workers working within the health and care sectors in Nottinghamshire. We are one of fifty-four branches that combine to form the East Midlands Region of UNISON. Our Regional Centre is based in Nottingham.
UNISON is the 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.

The Private & Voluntary Sector Caseworker Role

1. The Private & Voluntary Caseworker is a key role. If you are a good organiser, flexible, and can demonstrate excellent interpersonal skills and are a critical thinker with an aptitude for problem solving, this role would be ideal for you.

2. The post holder will be an integral member of the Nottinghamshire Health Branch team, supporting members in Disciplinary Hearings, Grievances, Sickness & Capability Reviews & other formal meetings requiring representation.


3. Taking telephone calls from members or workplaces in relation to your own case load. To use your initiative when dealing with phone calls and messages, always being professional.

4. Manage own diary to provide support to members who have been referred to the role holder by the Branch admin team. 


5. Providing advice and support by offering guidance and assistance to members who have workplace concerns, connecting them with necessary resources, and helping them navigate union processes. 


6. Required to input, monitor and update members data on Caseweb.  Ensuring that information is up to date and accurate of members cases. Training will be provided.









NOTTINGHAMSHIRE HEALTHCARE BRANCH
PRIVATE & VOLUNTARY SECTOR CASEWORKER

14 HOURS PER WEEK (PART-TIME Temporary – 12 month initial contract)


1.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.

2. 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.

3.	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 understand equalities issues and commitment to building a diverse organisation. They must demonstrate an enthusiastic and proactive approach to recruitment which encourages, motivates and enthuses colleagues and lay member activists.


Please note:
Employees are expected to be available to work flexibly across all our locations to meet service demands.

This advert may be closed early if sufficient applications are received.

Applicant requirements:
The postholder will have access to vulnerable people in the course of their normal duties and as such this post is subject to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2020 and as such it will be necessary for a submission for Disclosure to be made to the Disclosure and Barring Service to check for any previous criminal convictions.
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NOTTINGHAMSHIRE HEALTHCARE BRANCH
PRIVATE & VOLUNTARY SECTOR CASEWORKER

14 HOURS PER WEEK (PART-TIME Temporary – 12 month initial contract)


JOB DESCRIPTION:	             PRIVATE & VOLUNTARY SECTOR CASEWORKER
JOB ID:			 NHC/01
PAY GRADE:			 UNISON GRADE 6
REPORTS TO:  	BRANCH SECRETARY 
BASE:	HOME BASED with occasional requirement to travel to Branch Office in Nottingham

OVERALL SUMMARY
The post-holder will focus on undertaking the role of a workplace representative by offering general support and guidance in relation to employment matters, accompanying members to employer meetings in cases disciplinaries, sickness meetings and grievances. 

Work Areas

· Representing members in workplace disputes, disciplinary hearing, and grievance procedures, sickness meetings
· Provide guidance and assistance to members on workplace issues, including their rights and options..
· Act as a point of contact for members and providing them with information about the union and its services.
· Active use of members-based databases, to extract, input information to support with cases (Merlin, Caseweb) 
· Undertakes other duties as required by the grade definition or job profile of this post.
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PERSON SPECIFICATION AND SELECTION CRITERIA

UNISON Nottinghamshire Healthcare 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.

	Criteria
	Essential
It is expected that applicants will meet all the essential criteria to be considered eligible for appointment.
	Desirable 
Enhance a person’s capacity to do the job and can be acquired / learnt once in post.

	Qualifications
	
Workplace Representative Course or equivalent experience.

	
ERA Qualification.

Employment Law or equivalent.

	Skills / Competencies
	Excellent written and verbal communication skills.

Excellent IT skills – experience and ability to use Microsoft Office, (Word, Excel, Outlook, MS Teams), databases and other systems as required.

Ability to organise, priorities and manage own workload to meet own deadlines and the Team.

Ability to establish and maintain working relationships at all levels internally and externally.

Management of records and information.

Be able to demonstrate practical problem solving / planning and organising skills and to analyses information.

Excellent attention to detail.

	Experience of using Merlin Database (members database) or equivalent.


Experience of using Caseweb or equivalent.



	Knowledge / Experience
	Experience of advising, guiding or persuading using interpersonal skills to respond to the needs of others.  

Experience of giving basic advice / supporting individuals. 

Evidence of dealing with people who are angry or upset.

Experience of effectively working in a team environment and within a busy administrative environment.

Knowledge of confidentiality and data protection legislation and is able to use discretion where necessary.

Experience of organising and prioritising own workload including, decision making within guidelines and following policies, procedures and branch rules.

Understanding of and commitment to the principles of equality and democracy.

General understanding of employment issues.

Understanding of the basics of employment law.

Understanding of the role of trade unions.

	Experience as working as a Trade Union representative within an NHS setting or equivalent.

Knowledge of Freedom of Information Act.

Knowledge of ACAS. 

	Personal Qualities 
	Ability to produce work of a high standard with a high degree of accuracy.

Flexible and adaptable to approach to hours and duties.

Ability to respond positively to change.

Reliable can-do attitude.
	Experience working in either a NHS hospital environment or care home sector.

	Physical Skills
(With DDA
modification where necessary)
	Ability to travel within the boundaries of the East Midlands region, primarily Nottinghamshire.

Ability to lift, carry equipment / leaflets / merchandise. 
	

	Interpersonal & Communication
	Excellent interpersonal skills, competent to deal calmly and professionally with all individuals in a confidential and sensitive manner.

Ability to make sound judgements when prioritising tasks and knowing when to refer.

Communicating with the public in a way that is courteous and shows compassion

Evidence of relevant and continuing professional development (CPD).

Ability to work as a team, on own initiative and under pressure.

Ability to manage distressing communications.
	




Other Information
The post is aligned to UNISON Pay Scales and Terms & Conditions and will be using  UNISON aligned Policies and Procedures. 
Annual Leave Entitlement: 
On appointment employees receive 32 days plus bank holidays (including 4 additional days – Christmas Eve & 3 days between Christmas & New Year)
The annual leave of part-time or temporary staff is calculated on a pro-rata basis.
Travel Expenses: 
Your base will be your home, and any travel will be agreed with Branch Secretary on appointment and paid at the rate of £0.55 per mile.

Working Hours:

Contracted hours are 14 per week with actual days to be agreed between the Branch Secretary & the role holder


Please e-mail your completed Application form along with the Recruitment and Disability Monitoring Forms to Branch Secretary, Neil Marsh neil.marsh@nottshc.nhs.uk 

Please title your e-mail NHC/01 Private & Voluntary Sector Caseworker
The closing date for applications is 17.00 Friday 4 September

Interviews will be held on Thursday 17 September via MS Teams  
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