UNISON HOUSING ASSOCIATION BRANCH OFFICER POSTS 

MAIN TASKS
BRANCH CHAIRPERSON
· To preside at all meetings of the branch and branch committee.

· To ensure that business is properly conducted.

· To advise the branch officers and branch committee in respect of matters relating to procedure and interpretation of rules.

· To investigate and respond to any complaints made by branch members
BRANCH SECRETARY
· To convene and attend all meetings of the branch and branch committee.

· To arrange for the minutes of meetings to be kept in a proper manner and circulated to all branch officers and stewards

· To arrange for branch records to be kept in a proper manner 

· To co-operate with the union's head office in keeping accurate and up to date membership records.

· To communicate with the members of the branch.

· To communicate with the union's regional and head offices on behalf of the branch.

· To ensure that the branch is aware of opportunities to participate in the activities of the wider union.

· To support and encourage the stewards in the branch on an individual and collective basis.

· To ensure that members and stewards are aware, and take advantage, of educational and training opportunities within UNISON.

· To ensure that appropriate publicity activities are developed and co-ordinated by the branch.

· To act as spokesperson for the branch when in contact with other levels of the union and external organisations.

· To ensure that members receive the benefits, rights and services to which they are entitled.

· To co-ordinate all branch negotiations and industrial relations matters.

· To ensure, in conjunction with the branch committee, that the branch observes the union's rules.

BRANCH TREASURER
· To conduct the branch's financial business.

· To ensure, as far as possible, that all subscriptions collected are sent in their entirety to head office

· To keep accounts in accordance with the rules.

· To provide reports on the financial position of the branch to the branch committee.

· To provide a detailed financial report for the annual branch meeting(s).

· the branch officers and branch committee in 

· respect of matters relating to financial management and appropriate expenditure

· To provide an audited annual return of branch income.

EQUALITY OFFICER(S) ANTI AGEISM, DISABLED MEMBERS, LESBIAN & GAY MEMBERS, BLACK MEMBERS, WOMEN
· To advise branch officers and branch committee in respect of matters relating to equal opportunities.

· To advise and support branch officers and branch committee in respect of equal opportunities and collective bargaining issues.

· To advise branch officers and branch committee on the development and monitoring of the action plan to achieve proportionality and fair representation.

· To advise and support the development of any branch self-organised groups on behalf of the branch committee.

· To develop and promote training opportunities for all disadvantaged members and activists with the branch.

HEALTH & SAFETY OFFICER
· To increase the awareness of members, safety representatives and branch officers of health and safety issues.

· To organise the information held by the branch on health and safety.

· To co-ordinate the activity of safety representatives, for example in planning quarterly inspections and to

· To organise regular meetings of safety representatives 

· To advise the branch committee on health and safety issues arising in the branch and to recommend policies and priorities.

· To act as a link between the safety representatives and other branch representatives 

· To ensure that health and safety issues are treated as an integral part of the work of the branch.

· To report on health and safety issues at branch meetings, branch committee meetings and annual branch meetings.

· To liaise with relevant branch officers about priorities for health and safety training, campaigns and publicity material.

· To maintain contact with the region and regional service groups, for example via the regional health and safety committee.

TRAINING OFFICER
· To make sure all stewards and safety representatives receive induction and refresher training

· To publicise the range of educational and training opportunities available to members and activists.

· To encourage branch members and activists to make use of the UNISON Open College courses

· To establish contact with the Regional Educational Officer/Regional Education Committee.

· To establish a plan of training for activists and to produce an annual budget to meet its costs.

· To keep records of what training has been undertaken and by whom within the branch.

· To assist in securing paid time off for training where appropriate.

MEMBERSHIP OFFICER
· To approve membership applications

· To co-ordinate recruitment campaigns

· To advise the branch committee on membership issues

COMMUNICATIONS OFFICER
· To explain UNISON's policies and to provide the information members need to play an active role in their union.

· To promote UNISON's benefits and services and explain how members can get access to them.

· To assist with efforts to recruit and organise new members

· To help support UNISON's national and regional campaigns.

· To help create a positive image for the branch among members, potential members and the public.

· To produce newsheets or bulletins for distribution to branch members;

· To ensure that publicity and campaign materials are distributed  to stewards and onward to members and non-members;

· To help ensure that the branch makes effective contact with the media whenever necessary by:

· creating and maintaining mailing lists to media outlets and contacts

· writing press releases, letters to the editor

· ensuring that appropriate individuals within the branch are available for comments, interviews etc.

· To monitor the local and housing  sector media for stories which affect the branch members and take appropriate action for instance to provide a suitable argument in reply.

INTERNATIONAL OFFICER 

· To co-ordinate the branch’s work on international relations

· To ensure that branch members are informed of UNISON policy on international matters

· To liaise, where appropriate with regional and international structures

· To liaise with other branch officers concerning publicity and education on international issues

· To liaise with the solidarity organisations and campaigns that the branch is affiliated to

· To encourage members of the branch to take action and participate in international solidarity activities organised nationally or regionally

· To ensure that information on branch activity is shared at regional and national level

· To develop an international perspective amongst members, stewards and branch officers

YOUNG MEMBERS’ OFFICER
· To make contact with young members and non members to encourage interest in the union

· To identify young members’ concerns and issues

· To liaise with other branch officers and the branch committee on issues affecting young people

· To co-operate with regional initiatives as required

· To advise on matters associated with terms and conditions that may affect young members and potential young members

RETIRED MEMBERS OFFICER
· elected by the retired members
· To make contact with retired members to encourage continuing interest and involvement in the union

· To liaise with other branch officers and the branch committee on issues affecting retired members

· To establish links with other retirement organisations

WORKPLACE REPRESENTATIVES
· There are 10 seats on the branch committee for workplace reps - five from shops with more than 100 members and 5 from shops with less.

· These representatives have direct input into deciding the policies and direction of the branch. They can raise current issues from their own workplaces and feed in the views of UNISON members in their workplace on the services and policies of the branch.


GET ACTIVE IN UNISON 

If you are interested in any of the posts, fill in a nomination form. Posts can be job shared. If you need more information email or give us a call.

The branch officers, the workplace reps + reps from self organised groups make up the branch committee. It usually meets on the 4th Wednesday of each month in central London from 6.30 - 8.30pm - if you have any special needs regarding access let the branch know as soon as possible. All posts are voluntary, refreshments are provided, travel and carer’s expenses can be claimed.

020 8340 7918

info@unisonhablondon.org
UNISON Housing Associations Branch

83 Crouch End Hill

London N8 8DD

