
 
UNISON WEST SUSSEX   

 
 

JOB DESCRIPTION - BRANCH ADMINISTRATION ASSISTANT 
 
 
 

SALARY SCALE NJC SCP 7-9 
 
LOCATION  Branch Office, County Hall, Chichester or such other office 

that may in future be occupied by the Branch. 
 
POST ACCOUNTABLE TO Branch Secretary. 
 
PRIMARY CONTACTS Members, Branch Officers, Branch Staff, Workplace 

Representatives, Regional office staff, and Employer payroll 
staff. 

 
 

**************************************************************** 
 
 
OVERALL PURPOSE To provide administrative support in the Branch Office. 

Working as part of a team, the postholder will maintain 
awareness and ability with regard to all administrative 
functions though will specialise and take responsibility for 
some lead areas. 

 
DUTIES  CASEWORK 
 
   To take initial queries from members and summarise these 

in the duty book, ensuring they are passed to the duty 
officer. 

    
   To deal with casework enquiries following initial referral and 

make arrangements for representation as requested by the 
Employment Casework Co-ordinator 

 
   To maintain and file personal case records, both 

computerised and hard copies. 
 
   COMMUNICATION   
 
   To maintain and update the Branch website. 
 
   To distribute appropriate materials to Reps for UNISON 

noticeboards. 
 

To assist with publicity, including distribution of Branch 
newsletters. 



 
MEMBERSHIP 
 
To maintain the Branch membership record system ensuring 
high levels of accuracy. 
 
To produce membership reports as required. 
 
To respond to enquiries relating to branch membership 
issues. 
 
RECRUITMENT 
 
To assist with Branch recruitment campaigns. 
 
To make up recruitment packs and send information on 
UNISON to new employees. 
 
WORKPLACE REPRESENTATIVES 
 
To assist with the organisation of meetings, training and 
other events and conferences, including booking 
accommodation. 
 
To organise course attendance for reps on regional and other 
courses, and ensure their development needs are identified 
in conjunction with the Branch Education Coordinator. 
 
To maintain lists of Reps. 
 
GENERAL 
 
To respond to telephone, email or other enquiries referring 
these on to Branch officers or others as appropriate. 
 
To undertake general filing duties. 
 
To maintain adequate levels of stationery, stock and 
resource materials. 
 
To maintain petty cash, postal, photocopying and other 
similar accounts. 
 
To assist with arrangements for Branch Committee and 
Annual General Meetings, including the taking of minutes. 
 
To undertake any other duties commensurate with the grade 
and role. 


