


POSITION DESCRIPTION – Member Support Centre (MSC) Officer

ROLE:
This position works as part of the Members Support Centre (MSC) Workgroup which primarily assists in the delivery of industrial advice and assistance to individual members and representatives.

The MSC carries out this role within the AEU objective of building membership and activism in the union and to implement the goals of the AEU articulated through the organisation’s Strategic Plan.

REPORTS TO:
Manager MSC


DUTIES:

· Manage and take responsibility for allocated member industrial issues to their appropriate conclusion. This may include development of materials and documents for case work, negotiation, advocacy and resolution of individual member cases 
· Answer telephone calls and emails and provide accurate responses, appropriate advice, and assistance to members and representatives on all aspects of their employment 
· Interpret Awards, Agreements and Legislation and apply them to the questions being asked by members and reps and to the resolution of issues 
· Through the MSC Manager, refer cases where required to industrial officers/elected officers for action and report back 
· Liaise with MSC Manager and RTC Organisers regarding management of individual cases where it has been agreed this should occur 
· Take advantage of opportunities to recruit, retain and activate members 
· Maintain resource material to ensure it is completely up to date and is readily accessible 
· Maintain relevant files in relation to required duties including input of data on to the AEU Membership Data Base 
· Assist in the professional development of other staff in areas of expertise 
· Promote all union services 
· Undertake other duties as requested by the Branch Secretary 



SELECTION CRITERIA
Essential
· Demonstrated commitment to unionism
· An understanding of and commitment to Public Education
· High level verbal, written and interpersonal communication skills, including:
· the ability to communicate with a diverse audience
· the ability to communicate complex and sensitive matters objectively, calmly and with empathy
· the ability to organise and recruit over the phone and in person
· the ability to write clear, accurate and concise documents including briefing notes and correspondence
· Ability to handle member questions and cases including development of materials and documents, negotiation and advocacy of cases to resolution including before tribunals
· Knowledge of or ability to acquire knowledge of, AEU Agreements and other relevant industrial and employment law
· Ability to analyse and interpret industrial instruments and develop and update reference material
· Ability to build and maintain effective professional relationships with key stakeholders including working as part of a team
· Ability to show initiative and demonstrate high level organisational skills including being able to work to deadlines, prioritise work, and manage multiple matters concurrently


Desirable
· Relevant Tertiary qualifications
· Demonstrated skills and experience in handling member questions and cases including development of materials and documents, negotiation and advocacy of cases to resolution including before tribunals
· Ability to provide advice, mentor, coach, and develop other staff in undertaking MSC case work
· Understanding of gender and employment issues as they apply to a union in which the majority of the members are women.
· Proficient in Microsoft 365
· Knowledge of Early Childhood or Disability sectors would be an advantage but not essential
· Current Victorian Drivers Licence





