
UNISON 

JOB BRIEF: DIRECTOR OF SYSTEMS MANAGEMENT 

 

Introduction 

 

1. UNISON, the UK’s leading public services union, needs a new Director of 

Systems Management to manage and develop UNISON’s professional and 

commercial support services including ICT, Contracts & Purchasing, Property 

Services, Facilities Services and Health and Safety Management at its award-

winning headquarters building in Euston, London NW1. 

2. The Director of SMS will need to play an important role within UNISON’s 

Senior Management Group to ensure that the services we provide to our 

organising teams and members continue to be of the highest standard and at 

the leading edge of the trade union movement. You will need to be able to 

inspire, motivate and lead not only your teams but also other senior managers 

and project groups involved in the continuous development of the services 

which we are proud of.  

3. Key challenges will include the development of shared data and information 

across the organisation in a secure digital environment; reviewing the 

technical support environment needed to satisfy the growing demand for 

personal connectivity to corporate systems; reviewing our property and 

accommodation to reflect the needs of a flexible and dynamic organisation; 

the development of sound contractual arrangements and procurement 

systems to underpin the high standards we expect in the provision of our 

services here in London and for our regions and branches across the UK; the 

development of services at the UNISON Centre as a meeting venue and the 

maintenance of high standards of Health and Safety Management that we 

expect as a trade union. 

4. You’ll provide expertise, energy, ideas and leadership to staff at both head 

office and in the regional organising environment. You’ll have considerable 

experience of the management of change, and a track record in leading 

successful and innovative projects, preferably in both the trade union/“not for 

profit” sector and the wider commercial environment. As part of the Senior 

Management Group of the organisation, you’ll provide expert advice and 

leadership and contribute to the organisation’s overall planning and 

development. 
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JOB DESCRIPTION 

Grade:   1 

Location:   UNISON Centre, Euston Road London NW1 

Reports to:  Assistant General Secretary (Chief Operating Officer) 

Responsible for:  A management team within SMS of four team leaders, and 

approximately 44 staff. 

 

KEY RESPONSIBILITIES 

1. This post is responsible for the strategic direction and development of the 

Systems Management Section. 

2. The System Management Section includes a wide range of organisational 

functions and the Director is supported by a staff of 44 and a senior team of 

managers including  

 Head of Customer Support & Quality  (ICT and Data Protection) 

 Procurement Manager (Contracts, Procurement, Car Fleet) 

 Property Manager (Property Services)  

 Facilities Manager ( Facilities and Services for UNISON Centre)  

3. The Director of System Management Section is responsible for ensuring the 

delivery of services in the following areas: 

 Information, Communication and Technology – establishing and implementing  

ICT policy and procedures; co-ordinating and managing services and 

suppliers to UNISON; monitoring and evaluating service level agreements and 

service delivery  within IT contracts and planning and approving spend; 

ensuring that service requirements reflect organisational needs; ensuring 

TUPE processes are followed in relation to supplier changes where 

applicable; communicating with service users and servicing IT user groups as 

necessary; managing and co-ordinating new IT developments including 



business case, organisational requirements, cross team working and 

provision of resources; ensure new services are brought within support 

following implementation; ensure storage, back-up and retrieval systems 

function adequately, maintaining an effective and efficient value for 

subscriptions IT service 

 Data Protection – developing Data Protection policy and guidelines; advising 

Secretariat on trends and compliance issues; establishing organisational 

guidance and ensure training is provided to regions and branches; ensuring 

adequacy of provided information storage, archiving and retrieval systems, 

liaison with the Information Commissioners Office , management of data 

protection compliance. 

 Contracts Management – ensuring the organisation’s interests are protected 

in relation to commercial arrangements formalised with all suppliers of 

services; liaison with service providers to ensure that service requirements 

are included and properly defined in contracts; maintaining a contracts 

register for planning and auditing purposes; advising and reporting on 

contracts to required managers and NEC bodies;  

 Procurement and Purchasing – ensuring value for money is obtained while 

maximising  ethical standards; ensuring tendering procedures are carried out 

in accordance with standing orders and best practice; advising on most 

appropriate procurement structures for different sectors; negotiating and 

finalising most favourable arrangements with contractors as required; carry 

out bench marking and supplier checks to support evaluation of submissions; 

ensure suppliers adequately meet requirements for best HR practices, Health 

and Safety,  and can provide services ethically e.g. without offshoring, 

ensuring compliance with The Modern Slavery Act 

 Car Fleet policy, procurement and administration; negotiating supplier 

discounts and service level agreements; providing accident management 

service and ensuring links between insurance providers and fleet car 

providers; ensure fleet vehicles reflect organisational requirements; provide 

fuel usage calculations; publish and maintain driver handbooks and health 

and safety systems and advice 

 Property Policy and Asset Management – strategic management of the unions 

valuable property assets; evaluating regions organisational requirements and 

advising on property requirements relating to these; provision of planned 

maintenance programme; dealing with status of leases including updates and 

renewals; collecting rent from tenants; supporting regions and branches when 

dealing with landlords and other third parties; provide systems for required 

regular safety checks e.g. water, electrics, asbestos 



 Facilities Management of the UNISON Centre – property management and 

management of all services provided within the centre and to housing and 

commercial tenants on site; providing facilities help desk support, room 

booking, maintenance, cleaning, catering and events management, security, 

reception, post and distribution services; managing, directing and inducting 

third party contractors; managing and maintaining fire and evacuation 

systems for the building; chair the local Health and Safety Committee and co-

ordinate designated managers within the building to support necessary health 

and safety procedures as set down by the organisation; directing managing 

agents to recharge and recover costs from tenants of both housing and retail 

accommodation sub-let on site. 

 Risk Management – Responsibilities for Asset management, Insurance 

provisions, Business Continuity, Information Retention and Retrieval. Ensure 

Health and Safety aspects of the above areas of responsibility are properly 

managed  

 Leading project work relating to all areas of responsibility. Analysing and 

reviewing business cases submitted by regions and other functions in relation 

to requirements and ensuring fitness for purpose 

 Financial Control and Management of the largest central budget within the 

union (currently in the region £16m) 

 Regularly reporting to the Finance and Resources Management Committee 

and NEC when necessary, particularly on asset and contract management 

issues; ensuring that the unions property assets are properly executed and 

held under the names of UNISON trustees in accordance with the rule book;  

providing input and support to the organisations Health and Safety 

Management governance structures and attend committees and taking part in 

working groups as required; providing lead support to the bodies managing 

organisational objectives (e.g. Objective 4 Board) to ensure that technology 

and other assets satisfy organisational requirements. 

3. Accountable to the Assistant General Secretary Organisation and Resources, the 

Level one post holder will be responsible for directing the section in the following 

areas: 

 Strategic Development 

 People Management 

 Financial Management 

 Administration 

 Communications including with relevant NEC Committees 



 Specialist Professional/Technical areas 

 Other areas as directed 

4. In order to undertake this role, the post holder will require the relevant abilities, 

experience, knowledge and skills to meet the following person specification. 
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PERSON SPECIFICATION AND SELECTION CRITERIA 

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 opportunity 

policy. It is given to all job applicants for information 

 

1. Knowledge &Thinking 

 Ability to contribute to strategic planning, organisational development and 

management of change. 

 Ability to evaluate and improve organisational performance. 

 Ability to develop teams, project manage and delegate work to others. 

 Ability to demonstrate commitment to and understanding of equal opportunities. 

 Commitment to and understanding of UNISON’s aims and values, objectives 

and also an understanding of the socio-economic context within which trade 

unions work. 

 Ability to represent the union in key professional area at a strategic level. 

 Specialist knowledge requiring qualifications in one of the fields highlighted in 

the responsibilities outlined and evidence of wider managerial development. 

 Understanding of current trends in customer service management, work 

technologies, management techniques and theories. 

 Understanding and evidence of project Management methodologies 

 

2. Interpersonal & Communication 

 Ability to effectively communicate with management, staff and the NEC 

including report writing and presentation skills. 



 Ability to represent the union externally. 

 

3. Initiative and Independence 

 Ability to manage, monitor and evaluate devolved services and structures. 

 Ability to act as key lead advisor to the GS/Secretariat and NEC Committees. 

 Ability to take full advantage of technological infrastructures to support 

devolved systems. 

 Ability to manage and use information systems. 

 High level of prioritisation skills required 

 

4. Staff Management 

 Experience of effectively managing a multi-functional unit or team 

 Ability to manage organisational change and meet organisational objectives 

 Management experience at a senior level. 

 Ability to select, motivate, develop and manage staff and their performance. 

 Experience of standard setting, monitoring, and evaluation. 

 Ability to manage and prioritise work under pressure. 

 

5. Resource Management 

 Experience of securing, controlling, maintaining and reporting on complex 

budgets. 

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

 

6. Physical Skills 

 Keyboard skills 

 

 



7. General Knowledge 

 Ability to operate flexibility under the direction of the NEC and 

GS/Secretariat. 

 Knowledge and experience of good health and safety practice and 

legislation 

 

Other Information 

Please submit four copies of your completed application form. 

Completed application forms along with the recruitment and disability monitoring 

form must be received by Human Resources, UNISON Centre, 130 Euston Road, 

London, NW1 2AY by no later than 12 noon on Thursday 26 July 2018.   Please 

quote ref: ORD/84 

Interviews for this position will be held on 20 and 21 August 2018. 
 


