Assistant General Secretary (AGS)
	Department
	General Secretary Office


	Reports to:
	General Secretary



	Hours:
	Full Time


	Salary:


	Competitive

	Location
	London Liverpool Street, Office based 3-4 days a week.



Job Purpose
To assist the General Secretary (GS) in leading and driving the TSSA strategic vision, representing the interests of its members, and advancing the objectives of the TSSA. 
Operating as part of the Senior Management Team (SMT), deputising as appropriate for 
the GS and reporting to the Executive Committee.
The AGS represents the union within the wider transport and travel sector and trade union movement playing a pivotal role in building TSSA’s external public profile and influence of national campaigns.
Management Responsibilities

The role has direct reports across Organising, Finance, Policy, Membership and IT.
Key Responsibilities & Accountabilities                            
· Build a union which is defined by an increasingly high level of well trained and supported members active in their workplace, in their community and in ‘politics’. To ensure that the organisation remains focussed on the key objectives of democratic renewal and community and member led campaign activity. 
· Represent and champion the union externally to achieve its strategic objectives and deputise for the GS at meetings with other Trade Unions, Politician’s, and other key stakeholders as required.

· Develop and manage strategic relationships with employers, other trades unions and trade union organisations, the media, Labour Parties in Ireland, Scotland and Wales and at a UK level and governmental bodies across the UK, Ireland, Scotland and Wales to deliver organisational objectives. 
· Co-ordinate all policy matters of TSSA internally and to liaise with stakeholders to ensure compliance with policy as directed by the GS.  To ensure that appropriate briefings are provided to the General Secretary on policy matters. 
· Establish and develop relationships with internal and external stakeholders and agencies regarding the provision and development of support and advice for members in relation to all matters.

· Custodian of TSSA Rule Book ensuring that the union complies with its statutory requirements and internal adherence. 
· To ensure that decisions and actions arising out of the unions executive committee are implemented across the unions internal and external functions. This to include all annual conference actions. 

· Provide strategic direction and project management to all national campaigns supporting the delivery of the unions policy goals by motivating member, public and political support. 
· Lead, motivate and support the Organising and Campaigns strategy to ensure the delivery of a first-class service to members utilising and enabling information systems and digital technology.

· Champions, forecasts and drives strategic change. 
· Leads on complex industrial relations matters at national level, including collective bargaining.
· Lead on Trade disputes with national and regional employers across the UK, Ireland, Scotland and Wales.
· To oversee our media strategy and network actively within the sector and other relevant communities to enhance the profile. Undertake public speaking and media relations as a spokesperson for the Union.
· Responsible for the delivery of member support and operations including an effective outsourced members helpdesk.
· Oversee administrative functions within the AGS portfolio, ensuring efficient and effective operation of relevant processes and systems.

Financial Responsibilities 

· Ensure effective day to day administration of the Union’s finances and assets and compliance with trade union financial and administrative statutory requirements.

· Responsible for the effective auditing of the union’s accounts.

· Responsible for overseeing that all departmental budgets are set and monitored.

· Ensure the provision of financial and management accounting function and provision of expert financial and strategic human resource advice, IT systems and communications, guidance and information that support the organisations business planning, decision making and control.

· Approve expense claims for direct reports and other staff members as necessary.
Key Internal 

Other paid staff

Relationships:

Executive Committee

President





Treasurer





Lay Reps and Activists





Branch and Divisional Councils

Key External 

Other trade unions

Relationships:

Labour Party and Other TSSA Affiliates

Government

GFTU

TUC, STUC, WTUC, ICTU
Certification Officer
Investment Managers

Auditors

Solicitors

Other suppliers

PERSON SPECIFICATION

	JOB TITLE:
	AGS
	POST NO:
	


BSS01

	ESSENTIAL
	DESIRABLE

	Qualifications

	· Substantial and evidenced experience within the trade union and labour environment.

	

	Skills

	· Ability to strategically lead and manage a large membership organisation.
· Ability to influence people both internally and externally within a political and complex environment. 
· Excellent written and oral communication skills with the ability to communicate with a range of people at all levels.
· Competent and confident IT user.

· Ability to provide sound financial advice, analysis and information to support planning and decision making across the organisation.

· Ability to write concise, coherent and readable briefing documents for the GS, EC and sub-committees.
· Ability to support individual learning and improvements in performance of team members through coaching and mentoring.
· Ability to manage and lead a team.
· Ability to manage conflicting priorities and meet deadlines.
· Excellent administrative, research, analytical and problem-solving skills.
FILLIN ""
	

	Knowledge and Experience

	· Extensive experience of leading and managing within a trade union and/or membership organisation.

· Experience of liaising with Government bodies, TUC and Labour Party to deliver policy objectives.

· Knowledge of the transport and travel industries.
· Experience of planning, devising and implementing campaigns.
· Extensive experience of policy development. 

· Experience of budget management and monitoring.
· Experience of project management.
· Experience of managing people.
· Understanding of the role of Government, Parliament, other elected regional/national Assemblies and political parties in policy making.
· Experience of servicing committees.
· Understanding of appropriate working relationships between staff and volunteers.
	· Experience in media relations.

· Knowledge of political and socio-economic trends and employment rights in a trade union context.
· Knowledge of basic H&S legislation and best practice.

	Other Personal Attributes
	

	· Ability to innovate, effect and drive change.

· Able to travel extensively and be away occasionally overnight.

· Ability to work unsocial hours.

· Self-motivated and resilient.

· Commitment to own self development.

· Understanding and commitment to the Association’s Equal Opportunities and Diversity Policy.
· Commitment/empathy to the trade union movement.


	




Apr2024CG

