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Job Purpose

Reporting to the AVP, Human Resources, the Manager, Human Resources and Labour Relations is responsible for the development and implementation of policies, practice, and strategies to promote sound employee relations with respect to Union and Exempt employees. Working closely with department managers and directors, the position is responsible for providing senior-level human resources expertise and leadership with respect to the interpretation, application and administration of collective agreements and employment legislation in an effective and timely manner. The position is responsible for preparing for, and playing a key role in, the negotiation of collective agreements, and managing ongoing labour and employee relationships, including issue resolution. The Manager provides leadership to a team of HR Consultants with a focus on labour relations, job evaluation, training and development, compensation and recruitment processes, and ensures progressive HR services are delivered with excellence. 

Key Activities

Labour Relations;

1. Reporting to the AVP, Human Resources, addresses labour relations issues through facilitation, collaboration and effective problem-solving methods.  

2. Foster and maintain positive relationships between the University as an Employer and its Unions. 

3. Consults with managers, employees, and HR co-workers, providing expert strategic guidance and interpretation on human resources policies and procedures, Collective Agreements and employment law in a manner that is progressive, compliant and contributes to equitable practices throughout the organization.

4. Manages Joint Committee and other union-related activity including researching and presenting issue papers. Presents and provides updates on joint committee items. 

5. Manages grievance processes including research and documentation necessary to the University’s position in grievance responses, mediation and arbitration. Prepares, and negotiates agreements, and ensures outcomes endeavours are implemented in an accurate and timely manner.

6. Represents the University’s position in grievance meetings, mediation, and arbitration. Provides strategic advice throughout the grievance process including off-site arbitrations. 

7. Liaises with Union leaders, Regional Representatives and legal counsel on a variety of issues including employee terminations, negotiations, attendance and accommodation issues, and grievances. 

8. Responsible for negotiating OPSEU, CUPE 1 and 2 Collective Agreements. 

9. Provides strategic advice and support to the AVP, Human Resources for mandate development and negotiation of Collective Agreements. Participates on all Collective Bargaining teams; TUFA, OPSEU, CUPE 1 and CUPE 2.  

10. Responsible for the preparation, coordination, negotiation and maintenance of union settlements and memoranda of understanding. 

11. Responsible for managing complicated employee accommodation, Attendance Awareness, return to work planning, meetings, and follow up.

12. Provides training sessions to various groups on a number of topics including changes made in bargaining and processes outlined in the Collective Agreements and policies. 
13. Responsible for the review and redesign of faculty compensation policy and structures.  Assesses internal and market equity and recommends best practices (e.g. review of parity, examining comparator data validity).
Lead for government compliance reviews. (i.e. Employment Equity, AODA, Pay Equity, Immigration). Has a lead role with respect to campus wide mandatory training. 
14. Responsible for updating and creating Human Resources policies and procedures. 

15. Responsible for responding to enquiries from other University Labour Relations staff. 

16. Attends annual AOUHRP Director’s Labour Relations conference to network with colleagues at Ontario institutions, discusses labour trends, legal decisions, and current practices within the sector. 
Immigration;

1. Provides timely assistance and advice to Trent Managers, Deans and Directors on matters such as recruitment and application requirements for international employees. 
2. Corresponds with employees requiring immigration assistance and refers them to appropriate resources, and along with the appropriate Manager, Dean or Director, determines in what way the University can support the application. 

3. Responsible for completing appropriate documentation for International Employees applying for a work permits, work permit extensions, or permanent Residency.   Notifies the CIC of changes to terms and conditions of Work Permit employees as required.
4. Responsible for notifying managers, Deans, Directors of special requirements regarding terms and conditions of employment for individuals employed on a work permit. Ensures Trent complies with the terms of the Work Permit awarded to staff and faculty.  

5. As the Primary contact with CIC, responsible for assigning authorized users on the Employer Portal. Corresponds with, and provides documentation to CIC regarding Employer Compliance Audits.  
6. Corresponds with Legal counsel regarding complex Immigration cases. 

Human Resources;








1. 
Responsible for managing HR staff in the areas of Labour Relations, Job Evaluation, Recruitment, Training and development, and Compensation.  Manages ad hoc HR projects and supports the work of HR team members in completing these projects. Provides expertise to members of the HR team on matters related to labour and employee relations. 
2.
Develop and implement staff development plans, and conduct yearly performance appraisals. 

3. 
As senior manager in HR, oversees day to day running of the department. Provides strategic advice and direction in relation to HR service delivery and on HR communication issues. Provides expertise to members of the HR team in areas of responsibility. Provides support/ advice when the AVP of Human Resources is absent or unavailable. Has signing authority when AVP is unavailable or absent.
Analytical Reasoning
The Manager of Human Resources is required to exercise a very high degree of analytical reasoning, in resolving a broad range of problems, which are most often complex in nature, with far reaching impact. 

Work examples include:

1. Chief spokesperson for CUPE bargaining; under the direction of the AVP develop mandate and seek Board approval. Oversee research and costing of the collective agreement. Prepare and negotiate proposals.  

2.  Representing the University at arbitrations/legal proceedings, which includes the gathering of all relevant documentation, preparation of the statement of defense/arbitration briefs, working with counsel in developing strategy, argument and prepping witnesses, in many cases presenting the case. Requires ability to assess the merits of a mediated settlement versus a precedent setting, binding decision. Requires understanding of labour law.   

3. Under the direction of the AVP, implement University wide restructuring, through retirement incentives, lay-offs and redeployments; develop process, negotiate lay-offs plans with the union and their regional representatives; oversee lay-off and redeployment process "bumping" to ensure appropriate placement of displaced staff, and ensure compliance with all relevant legislation.  

4. Develop human resource training programs for staff and faculty in area of expertise - collective agreement interpretation. 

5. Work with managers on performance and discipline issues, up to termination. Includes coaching, documentation, agreement interpretation, review of letters, and working with the union to resolution.  

6. Requires a thorough understanding of compensation principles including job evaluation and pay equity. Provides direction to the HR Specialists at the strategic level.  

7. Responsible for interpreting all 4 collective agreements (TUFA, CUPE 1 & 2 and OPSEU) to coach managers on human resource matters. 

Decision Making

The Manager of Human Resources is expected to operate at a highly independent level and responsible for the functional areas of labour relations and Job Evaluation, recruitment, Training and Development.  The AVP provides guidance only at the strategic level. Examples of independent decision making are as follows:

1. Responsible for making decisions in mediation and in arbitration as to the final outcomes of the settlement.  This would include terminations, monetary settlements. 

2. Working with Managers and Directors responsible for assessing and deciding on the feasibility of restructuring plans, and determining need for lay-offs. 

3. Responsible for overseeing the assessment of displaced employees and decides if redeployment is appropriate. 

4. Makes decisions on grievance resolutions and Letters of Understanding.

5. Makes decisions as to the interpretation of the CA, and as to which cases are relevant in advising managers on labour relations and staffing matters.

6. Responsible for making decisions in bargaining.
Impact

Impact on the organization is significant, long-term and far-reaching in the following ways:

1. A labour dispute can result in significant financial loss; damage to the institution’s reputation and its ability to offer stable services can result in a very negative impact on enrolment (York as an example).

2. Negative relations with bargaining agents can severely hamper an institutions ability to be flexible and to change accordingly to operational needs. Valuable human resources can be wasted in needless disputes. 

3. Negative labour relations can have a very damaging impact on morale resulting in attendance problems and lowered productivity (e.g. during restructuring absenteeism and EAP costs).

4. Poorly implemented restructuring plans can have a damaging effect on a multitude of operations.

5. Arbitration, mediation and negotiated settlements often result in precedent setting decisions that can either hamper or facilitate management rights (e.g. the removal of “minimally qualified” as a hiring standard).        

Education Required

A Master’s Degree in Industrial Relations, a University Degree in Business or Human Resources with CHRL designation.
Immigration Consultant College Diploma required.  Certification as an Immigration Professional (Registered Canadian Immigration Consultant (RCIC) or Registered International Student Immigration Advisor (RISIA)) Preferred. 

Experience Required

· 5-7 years’ experience specializing in labour relations. 
· Experience in complex Immigration matters
· Knowledge and demonstrated experience in labour relations activities: issue resolution, mediation, grievance process and grievance handling, arbitration process, negotiations, union-management relationships/dynamics, conducting workplace investigations. 
· Knowledge of federal and provincial employment-related legislation with the ability to interpret and advise the University community on its application. 

· Excellent analytical and research skills required to develop creative solutions and maintain currency in the labour relations field.  
Responsibility for the Work of Others

Indicate whether the incumbent is directly or indirectly responsible for the work of others. Provide the title of the position(s) as well as an example of how the incumbent is responsible for the work of others on a daily basis.  Specifically, indicate whether the position has responsibility for hiring and supervision of student workers.
Direct Responsibility for the Work of Others: 

Labour Relations and JE Consultant


Skilled specialist position

Recruitment and Compensation  Consultant

 

Skilled specialist position

Indirect Responsibility for the Work of Others: 

· Provides indirect guidance to managers/departments on processes and issues; ensures processes, policies and collective agreements are being followed by the when performance managing, engaging in disciplinary action, etc.  

Communication

Indicate the title(s) of individuals internal and external to the University that the incumbent communicates with on a regular basis.  Provide a brief description of the purpose for communicating with these individuals. 

Internal:

· Employees/Grievors across all units of the University - Ranges from responds to routine queries to explaining more complex messages. Must use tact, diplomacy, persuasion and negotiation to settle complaints. Must deal with confidential private and medical information. Significant discretion is required. May facilitate communication between hostile parties. 

· Managers and Directors, Deans - Ranges from responding to routine queries to explaining more complex messages. Must deal with confidential private and medical information. Significant discretion is required. Coaching and explanation required on collective agreement language or legislative requirements.

· Local Union representatives - Written and verbal communication ranging from responding to routine queries to explaining complex messages, negotiating terms and conditions of grievance settlements, exceptions to the Collective Agreement. 

· Faculty (Chairs/Associate Deans) - Ranges from responding to routine queries to explaining more complex messages. Must use tact, diplomacy, persuasion and negotiation to settle disputes. Must deal with confidential private and medical information. Significant discretion is required. Coaching and explanation required, often on complex legal issues or collective agreement language.

External:

· Legal Counsel - Covey details of cases. Convey University’s position.

· Union Business Agents - Written and verbal communication ranging from responding to routine queries to explaining more complex messages.

· Arbitrators and Mediators - Covey details of complex cases. Convey University’s position and persuade arbitrator/mediator of the University’s argument.

· Labour relations colleagues at other universities, colleges and the municipality - Ranges from responding to routine queries to explaining complex messages. Solicitation of labour relations information to inform LR strategy. 

· Government agencies (Ontario Labour Relations Board, Ministry of Labour, MTCU etc...). Ranges from responding to routine queries to explaining more complex messages. Solicitation of labour relations information to inform LR strategy.


Motor/ Sensory Skills

· Fine – Typing, note taking -Must be able to take accurate notes while bargaining

· Gross - Using photocopier, filing

· Hearing - Answering telephone, receiving clients, exceptional listening skills   

· Sight - Greeting clients, typing, reading of body language

Effort

Mental:

· Sustained concentration, focus, and sensory effort (seeing and listening) for a period of time - Note taking in bargaining for long hours (over 12 hours), multiple days in a row. Leads to fatigue. Mediations regarding sensitive and explosive issues, again for long hours. Interruptions, in the form of caucuses or competing demands, occur frequently.

Physical:

Sitting for long hours, carrying and lifting files, materials and equipment for bargaining (often off campus) - Bargaining for long hours (over 12 hours), multiple days in a row. Mediations regarding sensitive and explosive issues, again for long hours.
Working Conditions
Physical:

· Confined spaces - Long hours off campus, confined to bargaining location. Often poor air quality, limited access to sustenance. 

· Uncomfortable work environment - Long hours off campus in environments not designed for sitting, working and bargaining.

Psychological:
· Complaints, public criticism - As first contact in labour relations often the target of complaints and criticism.

· Changing deadlines, time pressures - Grievance time lines must be complied with. Often issues are urgent and must be dealt with immediately.

· Dealing with frustrated, angry or confrontational people - Grievances are usually as a result of very difficult circumstances, resulting in highly emotional, confrontational and angry responses. Responses can be irrational and can escalate quickly.

· Lack of control over pace of work - As issues are often urgent (e.g. Workplace conflict, discipline issues), control over the pace of work is limited. 

· Multiple competing demands - 3 unions and limited resources results in competing demands. Bargaining off campus, arbitrations and mediations compete with day to day demands of the position.

· Conflicting work priorities

· Confinement - Long hours off campus, confined to bargaining location.
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