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Job Description
Position Title: Labor Relations Specialist
Department: Human Resource
Immediate Supervisor: Labor Relations Manager
Job Status: Full time
Job Description
Position Overview: The Labor Relations Specialist shall facilitate and administer work contracts between employees, the human resource department and the labor union. He/she will oversee all activities related to designing contract proposals, initiating communications between company managers and union leaders, and handling work environment and compensation complaints. 
Primary Responsibilities
· Offer guidance and advice to the management on a need basis during contract negotiations.
· Draft proposals and facilitate labor relations meetings between management and union representatives.
· Oversee the procedures for collective bargaining through drafting and reviewing contract proposals, ensure they meet employment laws and other labor relations rules and regulations
· Ensure effective day-to-day communication with union representatives and company executives and managers to create favorable working relations necessary when addressing workforce grievances and ensuring compliance to contractual protocols.
· Analyze current human resource policies and employee contracts to understand the general employer-employee relations in order to make the necessary modifications to improve the relations, morale and overall employee productivity. 
· Manage labor-related grievances effectively by investigating incidents, claims validity, contract adherence to HR policies and labor laws, and ensuring procedural resolution of grievances. 
· Engage the human resource department and other company departments to develop and sustain amicable employee relations by facilitating smooth communication between management and employees. 
· Develop and implement regular information briefing with management to enhance labor relations awareness, promote contract negotiations efficiency, and improve management solutions.
· Assist management in handling labor crises, including employee strikes, by facilitating prompt negations and resolving labor issues. 
Qualifications and Skills Requirement
· Bachelor's degree in labor relations or other related fields
· Minimum 2-year experience in employee relations or human resource
· Ability to collaborate and work with multidiscipline teams with expertise in conflict resolution
· Excellent written and verbal communication 
· Excellent presentation and report skills with a keen dedication to details and meeting deadlines
· Excellent familiarity with relevant employment laws and labor relations rules and regulations  
· Demonstrate organizational, facilitation, leadership and decision-making skills
