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Classification Specification
	

	
	2308100

	
	EMPLOYEE and LABOR RELATIONS REPRESENTATIVE



Class Summary

This classification serves as the primary consultant to a department or large division in the areas of labor negotiations, labor contract administration, and investigation and resolution of employee relations issues and grievances.  This position works closely with the County’s designated labor negotiator throughout the bargaining process and serves as the department or division’s central point of contact, including representing the department or division’s interest during the collective bargaining process.  In addition, this position advises management and coordinates the development of department or division policies, interests and strategies for all employment and labor-related activities, including potentially litigious and sensitive employment issues, personnel policies and procedures and disciplinary and corrective actions. 

Distinguishing Characteristics

This is a single-level classification that is distinguished from other human resource classifications in that all of the essential duties of this classification are performed within the employee and labor relations specialty.  While this classification may upon occasion perform other human resource activities such as recruitment and selection, classification and compensation, payroll administration, training, and other generalist activities as described in the Human Resource Analyst classification series, such duties do not constitute the majority of work or core duties performed by this job classification.  Other human resource classifications may include the performance of employee and labor relations work, such as day-to-day administration of labor contracts and assistance with labor negotiations, but the classification of Employee and Labor Relations Representative is applied to the unique position in a department or division that serves as the primary consultant for labor and employee relations activities and serves as the lead department- or division-representative at the bargaining table.

The Employee and Labor Relations Representative is distinguished from the Labor Negotiator classification series in that the Labor Negotiator is authorized to serve as the County’s chief spokesperson in labor negotiations and works in support of labor relations activities for the entire County.

Examples of Duties (May vary by position)
1. Coordinate the development of labor strategies, interests and policies for a department or division.

2. Serve as the principal communicator of department or division bargaining interests to the County’s labor negotiator, collaborate with the County’s labor negotiator to develop management bargaining proposals, and assist with research of labor policies and drafting of contract language. 

3. Serve as the department or division representative at the bargaining table.

4. Provide critical information to management on the interpretation and administration of labor contracts, personnel policies and procedures, and other applicable rules, regulations and laws. 

5. Represent the department or division at all stages of grievance hearings and develop and communicate grievance responses as designated; may conduct final step grievance hearings. 

6. Provide advice to managers and supervisors and recommend appropriate disciplinary and corrective actions in accordance with labor laws and contract provisions.

7. Coordinate a department or division’s employment-related litigation matters by conducting research, providing professional advice and consulting with the prosecuting attorney’s office and management staff as necessary to develop strategies.

8. Conduct complex employment investigations, write investigative reports, and present findings and recommendations to management and the prosecuting attorney’s office.

9. Coordinate the development of settlement options in collaboration with the Human Resources Division, the prosecuting attorney’s office, and department/division management staff and negotiate settlements as authorized.

10. Facilitate the resolution of employee relations issues and problems.

11. Provide support in arbitration and/or mediation proceedings.
12. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Knowledge of the principles and practices of collective bargaining

Knowledge of Washington’s Public Employee Labor Relations Commission (PERC) rules, regulations and processes

Knowledge of grievance, arbitration and mediation processes

Knowledge of human resources principles and practices, current legal environment and trends

Knowledge of employment practices laws and regulations

Excellent oral and written communications skills

Presentation, facilitation and consensus building skills

Analytical, planning and organizational skills

Negotiation, problem solving and conflict resolution skills

Decision-making skills

Skill in communicating interests and acting as a representative

Skill in interpreting contracts, regulations and laws

Ability to handle multiple competing priorities

Ability to handle sensitive situations with tact and diplomacy

Ability to build consensus among a diverse individuals with varying opinions

Ability to work with a variety of individuals from diverse backgrounds

Ability to identify and resolve employee issues

Ability to make decisions using appropriate methods for dealing with employees on sensitive and potentially litigious issues 

Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	None
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