
 
 
 
 
 
 
 

 

UNITED SERVICES UNION 
 

POSITION DESCRIPTION 

 
 

Position Organiser - Early Childhood Education and Care 

Reports to Manager Industrial, Rules, Governance, and Compliance 

Division Industrial 

Grade Grade 3 Level 1 

Effective date March 2025 

Hours 35 HPW 

Roster System 9-day fortnight 

 
ORGANISATIONAL AND PURPOSE CONTEXT 

This position is responsible for ensuring the ongoing viability of the Union through the provision of quality advice 
and service. The Organiser is required to consistently apply their thorough knowledge of the relevant Award/s, 
Industrial Instrument/s, Policies, relevant Legislation and Acts in negotiations and in demonstrating advanced 
problem solving skills in dealing with member’s issues including negotiating agreements and resolving conflict.  
The position is required to enhance membership participation through organising of members and potential 
members, and representing the interests of those members in the industrial arena. 

 

KEY SELECTION CRITERIA 

 

ESSENTIAL CRITERIA 

 High standard of work ethic and self motivation; 
 Demonstrated ability to establish, develop and maintain working relationships to the benefit of our 

members with all relevant stakeholders including but not limited to members, delegates, managers, 
employers,etc.   

 Demonstrated ability to analyse and resolve industrial conflict; 
 Extensive knowledge of awards and industrial relations legislation impacting on members;  
 Demonstrated commitment to the principles of trade unionism; 
 Has completed relevant Union Delegates Training course/s and/or tertiary qualifications in industrial 

relations or human resource management; 
 Ability to negotiate industrial workplace agreements; 
 Excellent communication and interpersonal skills; 
 Computer literate with intermediate skills in word, excel, and electronic mail system; 
 RTA class C drivers licence; 
 Well-developed research skills and administration experience; 
 Ability to organise, recruit and plan campaigns; 
 Demonstrated understanding of and ability to deal with equal employment opportunity, discrimination 

and harassment issues;  
 Demonstrated ability in preparation of correspondence and reports. 

  



DESIRABLE CRITERIA 

 Experienced in advocacy before Commissions and Tribunals; 
 Previously held or having competently completed a minimum 3 months secondment to an Organiser’s 

position with the USU, or proven successful experience as a Union Official; 
 Completed tertiary studies in advocacy. 

RELEVANT POSITION INFORMATION 

 This position is located at the Sydney office. 
 The position requires a flexible approach to working hours to respond to the needs of members. 
 The position operates on 35 hours per week and is subject to a nine (9) day fortnight roster period. 

WORK HEALTH AND SAFETY RESPONSIBILITIES 

Must take all reasonable measures to ensure the health, safety and welfare of fellow employees and members 
under their control and ensure that operations in their area comply with the Work Health and Safety Act 2011 
(or any of its successors) and its associated legislation, and with the requirements of Safework NSW. 

EQUAL EMPLOYMENT OPPORTUNITY RESPONSIBILITIES 

Must take all reasonable measures to ensure the prevention of bullying, harassment or discrimination of 
members and fellow employees and ensure compliance with Equal Employment Opportunity legislation and any 
relevant Policy and or Codes of Conduct. 

DUTIES 
 Carry out the directions of the General Secretary; 
 Work within a trade union and industrial context to bring about positive change and improve and protect 

members working conditions; 
 Facilitate collective bargaining to ensure that decisions are fair and equitable; 
 Persuade employees to join the Union and advise and encourage members to become active and 

participate in the unions campaigns, etc; 
 Organise the workplace to most effectively use the available resources to meet the Union objectives; 
 Coordinate and manage campaigns and other major activities; 
 Advise members of their rights and entitlements based on a thorough knowledge of the relevant awards, 

agreements, legislation, acts, policies, codes of conduct and personnel procedures; 
 Represent membership issues to management and negotiate issues with managers in seeking to resolve 

issues at the local level wherever reasonably possible or to follow correct procedure and refer unresolved 
issues in a timely manner to the Industrial Officer or where required the relevant Manager; 

 Properly advise and assist members with grievances, workers compensation, redundancy or disciplinary 
issues, hearings or appeals in a timely manner; 

 Ensure accurate membership records are maintained for relevant areas; 
 Design and implement a workplace visits program, within parameters set by the organisation; 
 Organise the distribution of Union material; 
 Write letters, bulletins or other local material; 
 Ensure that correct forms are precisely completed and used and that meeting notes and notes regarding 

issues are kept and maintained and are readily accessible if and when required; 
 Address workplace or delegate meetings and play an active role in ensuring effective communications 

between the Union and its members; 
 Participate in developing and implementing team strategies and work plans and assist with the 

implementation of Union campaigns; 
 Provide Advocacy Services for Union members; 
 Lead negotiations so that the best possible outcome for members is reached; 
 Organise meetings so that information can be conveyed and decisions made; 
 Organise daily work activities in order to meet deadlines and prioritise tasks; 
 Follow policies and procedures relating to WH&S grievances, anti-discrimination, EEO, bullying and 

harassment and sexual harassment to ensure a positive and fair working environment. 


