
UNISON WEST SUSSEX 
 
INFORMATION FOR APPLICANTS 
 
1. The branch 
 

We are a branch of the largest public service trade union in Britain. We 
have 5,550 full members, mainly employed by West Sussex County 
Council, but also within colleges, voluntary organisations and the private 
sector. All members provide public services. The branch has over 600 
retired members. Information about UNISON is available at 
www.unison.org.uk and about the West Sussex county branch at 
www.unisonwestsussex.org.uk. 

 
The branch secretariat is made up of: 

 the branch secretary (full-time) 
 deputy branch secretary (part-time) 
 an employment caseworker (part-time) 
 three branch negotiations officers (full and part-time) 
 two administration assistants (full-time) 

The branch has over 100 workplace representatives and branch officers 
who support and advise members at work.  

 
The branch office is located in central Chichester, close to the shopping 
precinct. The accommodation is on the third floor of County Hall, West 
Street, Chichester. There is lift access to the second floor, followed by two 
flight of stairs to the office (one with 5 steps, the second with 14 steps). 
There is a public pay and display car park within 5 minutes walking 
distance; and the bus and train stations are both a 10-minute walk away. 

 
2. General terms of employment 
 

In general we apply local government terms and conditions of employment 
and seek to apply flexibility where that is of benefit to the staff and 
branch.  The branch uses the National Joint Council (local government) 
grading scheme, and pay increments and annual pay awards are made in 
line with the NJC scheme. This post is a permanent position. See ‘Terms 
and Conditions’ document for more detail. 

 
3. Split of duties with other administration assistant 
 

Two full time (37 hour) administration assistants are employed by the 
branch. Both are able to cover for each other when one is on leave or 
absent from the office. However, each has clear areas where they take the 
lead for particular administrative functions. The enclosed matrix of admin 
tasks shows how these lead areas are divided, with ‘Vacancy’ showing a 
lead area for the successful applicant, and ‘Shared’ showing where an 
admin task is presumed to be shared between the two postholders. 
Remaining lead tasks fall to the other postholder and are so named. 
 

4. Confidentiality 
 

It is an absolute requirement that our staff safeguard the confidentiality of 
information arising from our activities. 
 



 
5. Equal opportunities 
 

Equality of opportunity and non-discriminatory behaviour are key 
organisational values.  We aim to ensure that all staff interviews are 
conducted in a fair and professional manner.  We recognise that some 
people with disabilities may require support and other assistance at 
interview.  We will try to ensure that any requirements you have are met.  
If you are invited for interview and need such support or assistance please 
let us know in advance so that we may make the necessary arrangements. 
 

6. Applications 
 
Please complete the application form provided and return to 
daniel.sartin@westsussex.gov.uk. 
 
Only applications received via email will be considered. 
 

7. Closing date for applications 
 
The closing date for applications is 10am on Monday 17th February. 
 

8. Interview date  
 
Interviews for this post will be held on Friday 21st February. 
 
Candidates invited to interview will be notified by close of business on 
Monday 17th February. If you do not hear from us after this time please 
consider that on this occasion you have been unsuccessful. 
 
Thank you for your interest in our branch. 
 
  
 
 
 
 
 
 

  
 


