
Job Brief: Administrator – Policy and Public Affairs 
 
 

Introduction 
 

UNISON is the UK’s leading public services trade union, with 1.3 million members 
working in the public services, private, voluntary and community sectors and in the 
energy services. We employ 1200 staff, approximately 370 at our national centre in 
Euston, central London and the remainder in our twelve regions across the UK, 
including Northern Ireland. 

 
UNISON is the leading union in local government, the NHS, community and 
voluntary sector, education and children services and a range of private and public 
sector employers where we negotiate pay and terms and conditions of employment, 
promote equality and diversity and recruit and organise members in those areas. 

 
The Policy and Public Affairs Department works with UNISON leaders at all levels to 
develop policy and campaigns that advance our members interests, protect public 
services and promotes the benefits of collective action. The department has three 
units (Policy, Labour-Link and International) who work together to deliver UNISONs 
key objectives with employers, politicians and other stakeholders. The Administrator 
will provide a range of clerical and administrative support duties across all areas of 
the department but principally in the Policy Unit. 

 
The Role 

 

• Provide an administrative/secretarial support service, as required, to the 
policy team – using UNISON’s IT applications and relevant office equipment 

 

• Maintain confidential files, databases and filing systems 

 

• Draft correspondence, documents and agendas 

 

• Follow committee procedures, conference deadlines and take minutes of 
meetings 

 

• Direct responsibility for administration of National Executive Council 
Committees (PDCC and SGLC) 

 

• Organise room bookings for internal and external meetings 

 

• Help organise seminars, conferences and delegations 

 

• Financial and Human Resources administration within procedures 

 

• Liaison with other departments, external suppliers of information resources 
and the organisations UNISON affiliates with 



• Organise the UNISON delegation to TUC Congress in September each year 

 

UNISON’s Aims 
 

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, lesbian, gay, bisexual and transgender plus 
members. 

 
iii) 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. 

 
Policy Unit Objectives 

 

1. Support the National Executive Council (NEC) Objectives 

a. Organising and recruiting 

b. Negotiating fair pay 

c. Campaigning against austerity 

d. Efficient and effective union 

 
2. External Impact – the UNISON fairness agenda 

a. Alternatives to austerity 

b. Living standards and welfare 

c. Supporting activists - cuts, jobs, outsourcing and pay 

d. Markets, fragmented workforce, procurement and privatisation 

e. A just transition to net zero emissions 

 
3. Political and Policy influence - internal and external stakeholders 

a. TUC and other unions 

b. Think tanks and campaign groups 

c. Parliaments and political parties 

d. The Labour Party 

 
4. Efficient and effective support for lay decision making 

a. NEC and Committees 

b. National Delegate Conference 

c. TUC and Labour Party 

d. Other Committees, working groups and Conferences 



 

Location 
 

This post is based at the UNISON Centre, Euston Road, London. There is very 
occasional working outside London, e.g. at UNISON National Delegate Conference. 

 
Working Time 

 

Hours of work will be 35 per week to be undertaken in accordance with UNISON’s 
Flexible Working agreement. 
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JOB DESCRIPTION 
 

Grade: Grade 7 
 
Hours: 35 per week 

 
Location: UNISON Centre 

 
Reports to: Head of Policy 

 
Job Purpose: To provide a full range of administrative and secretarial support 

to the team of staff in the department. 

 
 

Key Tasks and Responsibilities 
 
1. Provide a secretarial support service, as required, to the Team – using UNISON’s 

IT applications. 
 
2. Maintain confidential files, databases and filing systems 

 
3. Draft correspondence, documents and agendas 

 

4. Follow committee procedures, conference deadlines and take minutes of 
meetings 

 
5. Provide support for and assist with recruitment and promotion events 

 
6. Design documents, mailings, leaflets and newsletters 

 
7. Answer queries and refer callers to appropriate parties 

 
8. Provide information to members, branch officers, regional and headquarters staff 

 
9. Provide advice and guidance by phone, liaising with external providers on 

venues, printing etc. chasing people for information. 
 
10. Maintain a publications resources (on-line and hard copies) 

 
11. Prioritise work and deal with conflicting priorities 



12. Organise seminars, conferences and delegations. 
 
13. Refer problems with suppliers, conflicting priorities which cannot be solved. 

 
14. Responsible for financial administration within procedures 

 
15. Keep records of all organisations UNISON affiliates to 

 

16. Responsible for specified for Human Resources administration, such as leave 
monitoring 

 
17. Check and code member expenses and monitor expenditure 

 
18. Organise the arrangements for the UNISON delegation to TUC Congress each 

year 
 
19. To undertake other duties relevant to the overall responsibilities of the post 
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Person Specification 
 

UNISON is an equal opportunities employer, committed to providing equal 
opportunities regardless of race, marital status, 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 the 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. 

 
 

• Proven secretarial skills. 
 

• Excellent word processing skills. 
 

• Good working knowledge and experience of relevant Information Technology 
applications. 

 

• Proven experience in general administration. 
 

• Excellent organisational skills. 
 

• Good written and verbal communication skills. 
 

• Ability to service committees and take minutes of meetings. 
 

• To participate in national campaigns, conferences and seminars as 
appropriate. 

 

• Experience of financial administration such as invoicing, payments, expense 
claims and budget monitoring 

 

• Proven ability to work as part of a team and cope with a busy working 
environment. 

 

• Good interpersonal skills. 
 

• Ability to work with external organizations and suppliers 
 

• Ability to prioritise workload and work on own initiative and deal with 
conflicting priorities. 



• Ability to maintain confidentiality. 
 

• Flexible attitude and approach. 
 

• Empathy with the aims and objectives of UNISON and trade union issues. 


