JOB DESCRIPTION FORM


	Section 1 - OFFICE IDENTIFICATION
	Effective Date of Document: 

	Organisation: CPSU/CSA
	
	Classification: Level 3
	Office No: 

	Division: Organising
	
	Title: Membership Recruitment Advisor


	
	
	Salaries Agreement/Award: CPSU/CSA Staff Agreement 2021




Section 2 - REPORTING RELATIONSHIPS

	
Title:     Coordinator Organising
                             
          Lead Organiser Growth team


      
	
	Other Offices Reporting Directly to this Office:


Title
Lead Organisers
Organisers
Administrative Officer,
Organising Industrial Officers



	↑
Responsible to
	
	

	This Office: Membership Recruitment Advisor
	
	



	Offices under direct responsibility:

	No direct reports



Section 3 - KEY RESPONSIBILITIES
Implements strategies to grow and maintain Union membership using a variety of methods, including phone calls, inductions, Union meetings and workplace visits. 



	Section 4 – Context and Scope
	Effective Date of Document:


	Title: Membership Recruitment Advisor

	Classification:3

	Office No:


	

The Community & Public Sector Union SPSF Group (WA Branch)/Civil Service Association of WA (Inc).  (CPSU/CSA is the State Public Sector Union of WA).


Our Purpose Statement:

The CPSU/CSA is a union of members working to deliver public services in WA.

The purpose of our union is to develop the capacity and confidence of members to collectively build and maintain power in the workplace.

We exercise this power to win improved industrial and workplace rights, fairness and dignity. Strong union workplaces deliver better public services for WA.


CPSU/CSA Values:

Equity:	we acknowledge imbalances of power within our society and seek for all people to be able to access the opportunities and support they need to reach their full potential and lead their lives with dignity.

Justice:	we pursue fair and just treatment for people in and beyond the workplace.

Respect:	we celebrate diversity, genuinely listen to each individual voice, and treat all people with respect and dignity.

Solidarity:	we support and stand with others in their struggle for justice.

Integrity:	we act with transparency and accountability and always in the interests of members.

Theory of Union:

If we organise and mobilise members to build action at scale and align workers and community interests, we will pressure the government to improve public sector jobs and service delivery.

“Organised members” = distributed leadership, self-sufficient workplaces, active and engaged.



	
Section 5 - STATEMENT OF DUTIES
	Effective Date of Document: 


	Title: Membership Recruitment Advisor

	Classification:3

	Office No:


	Level 3

· Recruits new members to the Union through newstarter phone calls.
· Recruits new members to the Union through induction presentations, Union meetings, walkthroughs and follow up calls.
· Conducts workplace visits to identify recruitment opportunities and recruit new members.
· Implements short Organising plans under the direction of the Lead Organiser 
· Maintains membership by undertaking calls to members who are in arrears or are unfinacial.
· Maintains membership by receiving and undertaking resignation calls.
· Retains membership by undertaking turnaround conversations.
· Maintains accurate records through entering data into the database.




	Section 6 - SELECTION CRITERIA
	Effective Date of Document:


	Title: Membership Recruitment Advisor

	Classification:3

	Office No:


	Level 3 


 ESSENTIAL

· Communication and interpersonal skills.
· Experience in working in a team environment.
· Ability to recognise growth opportunities and recruit new members.
· Can follow instructions to meet organisational requirements.
· eligibility to hold a right of entry permit. 
· Must hold a valid c class drivers license



DESIRABLE

· Experience in similar role including sales/Community organisations/fundraising.
· Experience using data bases. 




Section 7 - CERTIFICATION

CERTIFICATION
The details contained in this document are an accurate statement of the duties, responsibilities, and other requirements of the position.

	BRANCH SECRETARY
	DATE:

	OFFICE OCCUPANT
	DATE:





