SCHEDULE 1

Duties of the Industrial Relations Officer
Provide advice and support to the Executive Committee and to meetings of Sub Committees and assisting in the discharge of decisions by these bodies.

Representation and Negotiation 

Represent and negotiate on behalf of the Association in matters of strategy, policy, central and branch claims relating to pay, terms and conditions of employment and in respect of individual cases at various fora.  This may include:

· Meetings with Ministers, Secretaries General, Chief Executives and local management;

· Meetings of the Staff and Official Sides at civil service General Council and Sub Committees and at the industrial relations fora in state enterprises;

· Preparation and presentation of claims as appropriate for adjudication, arbitration and benchmarking;

· Attendance at hearings of the Workplace Relations Commission and the Labour Court;

· Presentation of Association policy and positions externally at meetings of Oireachtas Committees, to the media and in public fora as appropriate;

· Attendance at partnership fora;

· Participation in and representation of Association interests at meetings of the Public Service Committee of ICTU and at ICTU Biennial and other Delegate Conferences.   

Strategy and Policy Organising 

Develop in consultation with the Executive Committee, the General Secretary and branches as appropriate of strategies and policies to address issues affecting the core industrial relations modernisation and change interests of the members.  This may involve oral or written presentations and may involve but not be confined to:
· Develop and oversee the implementation of the Association’s risk governance framework.
· Ensure that the assets and reputation of the Association are properly protected.

· Develop enhanced services to members to include a programme of professional and career development.

· Develop, maintain and implement as required, a business continuity management plan for the Association.

· Monitor the Association’s compliance with relevant legislation including (but not limited to), Employment Equality Act, Equal Status Act, Health and Safety legislation, Data Protection etc.
Organising 

· devising, researching and overseeing the implementation of strategies to maintain and improve membership density:
· leading plans to engage and to animate members in relation to issues of concern to them:
· developing initiatives to build member power and representative capacity in workplaces.
Social Media 

· Perform research on current trends and member preferences:
· Design and implement social media strategy to align with AHCPS goals:
· Set specific objectives and report on ROI:
· Generate, edit, publish and share engaging content (e.g. original text, photos, videos and news):
· Communicate with members, respond to social media queries in a timely manner and monitor feedback:
· Oversee social media accounts’ design e.g. Twitter, Facebook, LinkedIn etc:
· Suggest and implement new features to develop awareness of the Association, like promotions and competitions:
· Stay up to date with current technologies and trends in social media, design tools and applications.
Research 

Undertake necessary research in the context of preparing claims on behalf of the Association, branches and individuals.

Conferences and Branches 

· Participate in Annual and Special Delegate Conferences and meetings of the Association’s Consultative Council. 

· Act as other Principal Association representative in relation to industrial relations issues affecting a number of branches.

· Assist as appropriate in relation to affairs of other branches.

· Attend at Branch Annual General Meetings and undertake follow up action 

Individual Cases
Provide ongoing assistance to members in relation to grievance, discipline, equality, health and safety, dignity at work and other issues. 

Administration

· Assist with the Association’s eZine as required 

· Liaise with international affiliates, EPSU, UFE and UNI on behalf of the Association. 

Other
· Assisting in the discharge of the Association’s agreement to provide negotiating and representational facilities to the Veterinary Officers Association (VOA). 

· To carry out other duties as directed by the General Secretary and Executive Committee from time to time.
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