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POSITION DESCRIPTION: ORGANISER
Position:
Organiser 
Position status and location: 
This is a permanent position based in one of the PSA’s regions
Reporting to:
Assistant Secretary 

Day to day reporting and oversight:
National Sector or Support Leader 

Staff reports management:
None

Cost Code sign-off:
None
Date of PD confirmation: 
November 2021
Our organisational values

The PSA He Pukenga Here Tikanga Mahi takes a strategic approach to unionism and our organisational values are:
· Solidarity - Kotahitanga

· Social Justice - Pāpori Ture Tika

· Integrity and Respect - Te Pono me te Whakaute

· Solution focussed - Otinga Arotahi

· Democratic - Tā te Nuinga e Whakatau ai
Te Tiriti o Waitangi/Treaty of Waitangi
The PSA He Pukenga Here Tikanga Mahi affirms te Tiriti o Waitangi/the Treaty of Waitangi as the founding document of Aotearoa-New Zealand and is committed to the Treaty principles of partnership, protection and participation in activities pursuant to the purpose and objects of the union, as they relate to the working lives of members.
PSA gives the principles of Te Ao Maori practical application through our policies and strategies,  to make a positive difference across PSA and our membership. 
Purpose of this position

To undertake organising and advocacy functions on behalf of members and delegates within  designated enterprises, sector or sectors, and across the union.
Working relationships

	Internal 
	Internal democratic structure
	External 

	National sector leaders

National support leaders

Assistant Secretaries

Organising Administrators

Strategy teams

Organising Team/s

Growth team

Member Support and Advice Centre

He Tangata He Ahurea
	PSA members and delegates

Sector Committees

Networks 


	Delegates

Members

Employers and their representatives

Representatives of other unions, CTU, community groups/ employer groups.

External agencies, e.g. mediation services, ACC, Worksafe



	Key Accountabilities
	Activities 

	Participate in their teams and in PSA as a workplace
	· Work collegially and co-operatively within the wider PSA

· Provide support for each other

· Comply with PSA policies and strategies

· For all key accountabilities, use all relevant communication tools and techniques, (including remote-based tools such as Teams/Zoom, social media) as well as relevant PSA systems. 

· Attend training on PSA systems and processes, policies and priorities as required, and work with He Tangata He Ahurea regarding ongoing development. 
· Attend team meetings

· Actively participate in team activities

· Respect each other’s view on matters

· Joint problem solving

· Keep team members informed

· Decision making by consensus

· Ensure effective and timely handover

· Maintain a balance between the autonomy of individual responsibility and team responsibility

· Contribute to the support and buddying of less-experienced staff 

· Report to the NSL any issues which require escalation or enhanced support 


	Participate in internal organisational development and work development projects


	· Contribute to project groups and in other forums for internal development of PSA

· Identify and access additional support/training to enable effective participation and work with NSL to formulate a development plan
· Working to policies and strategies and participating in their development and review

	Recruit Members


	· Set up agreements with employers that support new employee recruitment

· Prepare recruitment strategies and plans
· Prepare, equip and resource delegates to assist with recruitment work

· Target previously un-unionised employers and worksites and manage recruitment campaigns
· Identify and capitalise on opportunities to grow the union 

	Recruit and Develop Delegates


	· Identify and support the development of potential delegates as workplace leaders
· Negotiate with employers for paid time for delegates/ members to participate in union activity  
· Establish democratic delegate structures in the workplace

· Encourage participation in delegate training

· Have a working knowledge of PSA delegate development modules

· Improve union knowledge, collective agreement, employment issues and understanding and lift capability of delegates through coaching, advice and support that adds learning and value.
· Lead the development with delegates of resources, templates and tools to ensure there is consistency in knowledge across the delegates within an organisation.
· Provide opportunities for delegates to grow their skills and knowledge in workplaces
· Facilitate the delegate development programme and implement the tools and skills in workplaces

· On-going communication with and support of delegates and enterprise and other relevant union structures
· Develop or source appropriate resources for membership meetings

· Keep an overview of delegates’ union activities and identify any obstacles and opportunities for further support. Provide advice and support to members and delegates where required and assist in resolving site-based issues when required. 

· Refer delegate and member issues and cases which the Member Support and Advice Centre could resolve through to the centre, and encourage the same of members and delegates.
· Ensure delegates are linked into structures at all levels from worksite through to sector 


	Regularly monitor and assess PSA’s success in enterprises
	· Regularly obtain information that reflects PSA membership numbers, delegate numbers and density in workplaces

· Regularly visit and/or communicate with worksites using all relevant communications’ tools and techniques (including remote-based tools such as Teams, zoom, social media)  

· Ensure that there is enterprise/site planning in place for key worksites

· Participate in the development of sector plans and bargaining strategies 
· Identify and manage relationship and reputation risks

	Expand membership participation in the workplace


	· Identify, analyse and use opportunities to involve members in relevant workplace activities e.g. reviews, working parties, work design, bargaining

· Develop and integrate participative structures in the workplace 

· Maintain union profile through face to face and other forms of communication (including remote-based tools such as Teams, Zoom, social media) 

	Manage Collective Bargaining


	· Adopt a strategic approach to bargaining that consults on and assesses opportunities to advance union influence organisation and delegate development
· Develop an approach and manage the implementation of processes for agreeing on issues for bargaining, conducting bargaining, reporting back and ratification etc using all relevant communications tools and techniques (including remote-based tools such as Teams, Zoom, social media)
· When appropriate work with fellow organisers to enable the support of the bargaining process

· Fulfil the role of lead advocate at the bargaining table

· Provide guidance and leadership to the bargaining team and members at critical stages of process

· Reflect the relevant PSA bargaining strategy

	Manage employment-relationship problems

	· Encourage the use of the Member Advice and Support Centre as a first port of call

· Matters that can be dealt with by the Member Advice & Support Centre are done so in a timely manner in accordance with the centre’s protocols
· Develop and practice an efficient and professional approach to personal case management that minimises legal procedure and provides for delegate involvement and early and low-level problem solving
· Provide specialist advice on varied and complex employment relations cases that is timely, and consistent.
· Identify and develop opportunities to expand union influence arising from personal cases

· Differentiate organisational from legal issues, engage legal advice where appropriate and work collaboratively with our internal legal team in the management of complex employment relations cases.
· Understand and interpret organisations policy and procedures consistently and identify any differences between employment agreements and policy and which would apply in a situation.
· Facilitate, mediate and advocate for members in employee/management disputes including participating/leading mediation on behalf of members (both individually and collectively)
· Develop and implement effective and healthy procedures for supporting distressed members and maintaining own wellbeing.

	Manage relationships with employers


	· Develop and maintain constructive relationships with key managers and management representatives including internal goal setting, having clear expectations and reviewing the state of the relationship

· Ability to engage with an employer at an equivalent level with an understanding of their approach and strategies

· Achieve outcomes on behalf of members while maintaining independence from the employer

· Understand the culture of the organisation and the values its managers and employees (members) hold and how they align to the PSA values in order to grow the influence of the union
· Ensure delegates are recognised as representatives of members

	Maintain a strong knowledge of assigned enterprises 
	· Work effectively across multi-disciplined practice areas - eg across organisations and multiple collective agreements, policies and legislation.
· Identify and participate in key change management initiatives

· Develop in-depth knowledge of organisations and the impacts of change

· Acquire a broad understanding of organisational change processes and best practise
· Establish and maintain working relationships with enterprise leadership, managers, ER and HR staff and other unions where applicable. Set goals and measures of progress

	Promote union strategies
	· Identify and take advantage of opportunities to advance union objectives in the workplace and with other unions

· Promote union’s social justice and workers rights generally
· Promote health and safety and worker participation 

	Manage industrial action 
	· Provide strategic, tactical and morale-boosting leadership when industrial campaigning is being considered and undertaken using all relevant communications tools and techniques (including remote-based tools such as Teams, Zoom, social media) 
· Demonstrate the behaviour of a leader: creating a supportive and positive environment, helping others develop and achieve, and acting in the interests of the wider team.
· Run and support communications campaign liaising with the Communications team to ensure sufficient resourcing
· Coordinate the drafting and distribution of internal and external communication

	Participate in external organisational development and work development projects


	· Ensure that the delegate group is provided suitable training for specialist projects and that the opportunity for participation is shared across the delegate group

· Identify and capitalise on opportunities to expand member/delegate involvement in selected change initiatives

· Participate in strategic change management initiatives

· Provide technical advice and support to delegates and members through the change management process using all relevant communications tools and techniques (including remote-based tools such as Teams, Zoom, social media) 
· Support delegates working in teams through information resources and working with them to involve members at key times

· Identify and access additional support/training to enable effective participation

	Participate in PSA activities as an affiliate of the union movement
	· Attend and participate in key CTU and union-related events where required as a representative of the PSA

	Adheres to PSA organising practice 
	· Regularly reflect on PSA organising practise document and how it informs your work

· Regularly reflect on opportunities for continuous improvement 

· Discussing organising practice in teams and with NSLs.




Person Specification

Skills/Attributes
· Leadership, coaching and mentoring qualities for members and delegates. An inclusive and approachable working style, you understand that diversity adds value.
· Create a strong clear direction for their work area and inspire a shared commitment in those they work with. Lead by example and give practical effect to the values and goals of PSA (democratic leader)

· Recognise the importance of the union as an independent political and industrial organisation of workers and its strength as a collective (politically astute unionist) 
· Recognise and interpret the broader issues over the long term and define the steps needs to achieve the vision and strategies (strategic thinker and planner)
· Strong communicator with ability to convey written and oral information using language and styles appropriate to the various needs of people and to ensure the target audience has been able to understand the message.  This includes increasing levels of listening, tact and diplomacy in challenging situations (constructive communicator). It also includes using all relevant communications tools and techniques, including remote-based tools.
· Sound judgement and ability to use varied approaches that are appropriate for the situation. 
· Adept at managing multiple pieces of work and prioritizing the demands of a across a diverse range of organisations. Prioritise and set aside time for activities that will add value strategically and in the longer term.   
· Strong organisational skills with the ability to multi-task, and work to tight and competing deadlines - Recognise changing priorities and reorganise workflow to accommodate them. Complete work in ways that are efficient and meet deadlines and quality requirements (self manager).
· Contribute to the success of their team and PSA as a whole. Build cooperative working relationships with other staff and facilitate teamwork in other organisations. Get things done and achieve results in the team and the organisation (cooperative team member).
· Represent, liaise, lead and network with people to advance the interests of members.
· Negotiate, advocate and facilitate in organisations where PSA members work and other organisations whom activities impact on union members.
Knowledge
Have demonstrated technical knowledge and ability in the following:

· Industrial relations/industrial law

· Union movement in New Zealand

· NZ political, economic and social environment

· The PSA’s areas of coverage public service, state sector, local government, community public services and DHBs.
· Hold a current Full NZ drivers licence

Roles with a particular focus
Within the Organiser position we have assigned organisers who have a national, development, network or sector focus. The identified attributes below need to be highly developed to be successful in these allocations.
1. Organisers with a network focus (Women, Pasifika, Out@PSA, Youth, Deaf and Disabled members)
Responsibilities:

· Lead networks to grow and develop in their network space
· Provide updates to the board as and when required
· Maintain close links to sector committee to promote the networks and update on work programmes
· Liaise and work with other network organisers 
· Develop network plans and support the networks leadership roles 
· Support networks around their role within the strategic goals and plans 
· Work with NSL on networks and planning
2. Organisers with a national focus

Assigned Organisers will undertake national organising functions as a Lead Organiser within a designated national enterprise. This aspect of the organising role will be a vehicle for achieving consistency, co-ordination and connectivity in operationalising the PSA strategy and enterprise plans.
The incumbent will carry out the same key accountabilities in this document, with a national focus and will drive and co-ordinate national priorities and broader PSA strategies within the enterprise. The Lead Organiser is mandated to lead the process for allocating work within the National Organising Group in order to develop enterprise and organising plans consistent with PSA strategies, goals and priorities. The Lead Organiser will work with and keep organisers working within that enterprise informed. Lead organisers will work closely with their NSLs who have oversight of their sector.
Lead Organiser responsibilities:

2.1  Implementing strategic goals 

· leading and co-ordination (not management) of organisers
· Review and design appropriate participative/consultative processes with delegates and members. Convene meetings and conference calls of organisers and delegates and employers
· Liaise with relevant NSL
· Communications and newsletters.
· Identify and proactively manage issues and risks 
· Lead and/or participate in local joint employer union forums
· Participate in and lead key initiatives with relevant stakeholders, sector-based groups or political groups as applicable 
· Establish and maintain working relationships with enterprise CE’, Senior Managers, ER and HR Leads and other unions where applicable.
· Lead and facilitate with delegates employer related projects with employers, including any arising out of local, regional and national employment agreement contract settlements.  Ensure employers are held to account so that projects completed within agreed timeframes.

· Reporting to NSL’s, Delegate teams, National organising groups (NOGs) and internal relationships Ensure updates are provided to the Organisers and delegates on employment legislation and emerging trends 
· Provide specialist advice to organisers and delegates on collective agreements, 

interpretation and employment related law.
· Co-ordination of national delegates or key delegates
· Collective bargaining
· Implementation of Enterprise plan
· Engagement with employer at national, whole enterprise level.
· Involved in enterprise setting of budgets if applicable with NSL and Assistant Secretary

· inducting new members to the NOG
3. Organisers with a development focus

Assigned organisers will undertake delegate and organisational development functions on a regional and national basis dependent on their time allocation.

Responsibilities:

· Leading the regional delivery of the PSA’s delegate development programme alongside local organisers
· Assisting with enterprise/sector specific development and joint delegate and management development programmes
· Participating in the development of the PSAs development programmes and resources
· Participating in the planning and delivery of staff development if required
· Regularly meeting and networking with other union educators.
4. Organisers with a Member Advice & Support Centre focus
Member Advice & Support Centre organisers’ main contact with members and other callers are principally by phone or other technology options than face to face. The requirement to effectively “triage” a call from any member throughout NZ is an essential skill for Member Advice & Support Centre organisers.
Responsibilities: 

· Accepting calls or contact via several routes including phone, chat, messaging and internet
· Looking for Organising opportunities arising out of calls, in conjunction with the Local/ Site/ lead organiser

· Empowering site/ national delegates to organise/ empower members around issues that come to MASC

· pro-actively identifying and alerting PSA to trends/ common themes within the work that comes through MASC.
· Bringing calls to completion to the satisfaction of the caller by offering the correct and most useful response to an enquiry, request or concern

· Gathering more information and offering advice and support to calls of an advisory nature

· Following through personal case calls that can be handled by the Member Advice & Support Centre 
· Referring cases that require face to face support
· outbound calling such as following non-financial members 

· precise and timely recording and categorising of all calls

Leadership and Management style in the PSA
The PSA He Pukenga Here Tikanga Mahi aims to achieve an optimal balance between an empowering leadership style and ensuring sufficient accountability for achieving the strategic outcomes of the union. To this end we support self-managing teams and strive for consensus where possible. National Sector Leader/Support Leader and Strategy Leader roles support democratic team processes and provide the skills and support that teams need to effectively self-manage.
PSA Employment Principles

The management of the PSA He Pukenga Here Tikanga Mahi is committed to being a good employer and providing a quality working environment; a process of constructive engagement with staff through their unions; and operating fair, transparent and consistent best practice employment processes and good faith principles.

Health and safety 
Every staff member shall take all practicable steps to ensure their safety and the safety of others at work and that no action or inaction of the staff member causes harm to any other person.

Professional Development 
PSA staff members attend to their own personal and professional development. They provide
collegial support to co-workers and contribute to the mentoring of less experienced staff. Staff
will also participate in individual and collective professional development.
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