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SCOTTISH SECONDARY TEACHERS’ ASSOCIATION
PROFESSIONAL OFFICER – PERSON SPECIFICATION

In addition to the ability to fulfil the Job Description, the following attributes would be required.
Essential:

The ability to:

1. Work as part of a team. 

2. Interact with people.
3. Communicate effectively.

4. Write and present reports and similar documents.
5. Assimilate large amounts of written and other material and to extract relevant information from these.
6. Plan, organise and deliver training and information sessions to a range of audiences.
7. Establish sound working relations with colleagues in outside agencies.
8. Interact effectively with individuals who are experiencing significant personal and professional difficulties.
9. Demonstrate a familiarity with the operation and ethos of trade unions.

Desirable:

1. Education to Degree Standard or equivalent qualification.

2. Sound knowledge of the Scottish education system.

3. Knowledge of the ethos and working practices of the Association.

4. Familiarity with I.T. systems and their use in an organisation.
5. Experience of providing representation.
6. Knowledge of employment law

SCOTTISH SECONDARY TEACHERS’ ASSOCIATION
PROFESSIONAL OFFICER – PARTICULARS OF POST

1. The post is that of Professional Officer and is a full-time salaried post.

2. The hours of work will be 35 hours per week.

3. There will be some work outwith normal office hours and a flexitime system is in operation.
4. The salary applicable for the post will be point 8 of the SNCT Salary Scale for a PT teacher (currently £50,319 pa). 
5. The holiday entitlement will be 61 days per annum (including public and Association holidays), with a minimum of 4 weeks to be taken in the months of July and August by arrangement with the General Secretary.
6. The place of work will be in central Edinburgh.

7. A “defined contribution” pension is made available to the post holder. Further details are available.

8. A sick pay scheme equivalent to that enjoyed by teachers in local authority schools in Scotland will apply.
9. No previous employment will be recognised for continuity purposes, except in respect of the Sick Pay Scheme.

10. There will be a requirement to travel and work within Scotland and occasionally outwith Scotland.

11. There will be no requirement to work abroad. 

12. The post holder will be required to have a motor vehicle available for use on Association business.

13. Car mileage allowance and an annual car allowance is paid in respect of use of the motor vehicle (above) for professional duties.
14. The post holder must hold a full, current, valid driving licence. 

SCOTTISH SECONDARY TEACHERS’ ASSOCIATION
PROFESSIONAL OFFICER – DESCRIPTION OF DUTIES

Duties include, but are not limited to, the following:
1. Providing advice to members by telephone, letter and e-mail.

2. Providing information on Conditions of Service/STSS regulations etc to members.

3. Writing on behalf of members to employers and other public bodies.

4. Representing members at disciplinary/grievance, etc and appeal procedures.

5. Preparation of materials for member support.

6. Attending meetings of members at District and School level.

7. Remaining familiar with new and changing legislation/SNCT circulars etc.
8. Providing information and support to Association Panels/Committees.
9. Representing Association at meetings and conferences.
10. Undertaking specific and agreed duties within the Association function as an employer, e.g. Health & Safety Officer.
11. Undertaking any other reasonable duties requested by the General Secretary.

Specific duties may include, for example:
· Organising training sessions for members 
· Recruitment of Student members

· Supporting local District/Area Structures
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