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Workers Resource Centre 

Position Indicative Duties Required/Desirable qualification and skills 

WRC Manager  
(1 position) 
 

Responsible for the administration and 

financial accountability of the WRC as well 

as providing leadership for the 

organization. This is the key liaison role 

with national centres, sectoral federations, 

the ILO, donors and potential donors. 

 

Reports to Board of Trustees 

 

 

Required:  

 Professional and independent. 

 Commitment and passion to improve workers’ rights and welfare. 

 Commitment and passion to build the capacity of workplace unions 
and federations in RMG sector. 

 Previous successful management of a small/medium non-
government or trade union organization, including good governance, 
strategic planning, operational planning and risk assessment. 

 Sound financial and HR management experience, especially team 
building within an organization.  

 Proven capacity to manage staff in an inclusive and collaborative 
manner, encouraging teamwork and achievement of objectives. 

 A deep understanding of the challenges and difficulties facing trade 
unions in Bangladesh and knowledge of the political and economic 
environment in which trade unions work in the RMG sector. 

 A commitment to the central role of trade unions in a tripartite 
process and to social dialogue in building a more prosperous society. 

 Good communication skills and ability to relate to, and manage, key 
stakeholders while ensuring the integrity and professionalism of the 
organisation. 

 Knowledge of campaigning, organising and education/training.  
 

Desirable: 

 Knowledge of the RMG sector, brands and economics 
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Position Indicative Duties Required/Desirable qualification and skills 

 Knowledge of NCCWE national centres, IndustriALL Bangladesh 
Council federations and other RMG union federations 

 Knowledge of ILO standards, Labour Law (BLA) and other relevant 
legislation. 

 Understanding of industrial relations and Occupational Safety and 
Health (OSH) principles and application 

 Experience with media relations 
 

Qualifications: The successful candidate will have a tertiary qualification 

(master degree) or equivalent in a relevant discipline plus at least five years 

of practical experience with a small/medium sized organization in a 

leadership role. Excellent spoken and written English.  
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Position Indicative Duties Required/Desirable qualification and skills 

Admin/ Finance 
Staff and 
Reception  
(1 position) 
 

 

Main duties will be to: 

 Work with the WRC Manager to ensure 
the smooth running of the WRC offices 
(including opening mail, responding to 
mail and queries, ordering and 
distributing supplies, liaising with 
suppliers etc.)  

 Provide admin support to the Manager 
and Coordinator (Staff) 

 Ensure WRC courses and events are 
logistically well prepared and 
supported   

Receptionist main duties will be: 

 Front of house greeting of visitors and 
fielding of phone inquiries 

 Taking and managing booking for 
courses and events 

 Assisting with set-up of events and 
seminars 

Admin and Receptionist positions report 

to Manager/Coordinator 

 

Required: 

 Friendly and helpful personality with commitment to assist workers and 
unions 

 Experience in a busy office environment, preferably in a member based 
or service organization 

 Knowledge of office systems (e.g. book keeping, petty cash, room 
booking etc.)   

 Ability to deal with competing demands and priorities 

 Good literacy and an ability to use word processing software to type 
letters and other documents quickly and accurately 

 Working knowledge of Word, Excel and PowerPoint 

 Ability to use other office equipment (scanner, photocopier etc)  

 Experience in preparing for and running small events such as training 
courses, seminars and meetings  

 Knowledge of the internet and use of the internet 
 
Desirable: 

 Some knowledge of the trade union landscape and RMG industry 
Qualifications:  Administration training either in high school or post high 

school and at least 2-3 years experiences in an office environment; 

Knowledge of finance and reporting; 

Receptionist Required Attributes/Skills: 

 Welcoming and engaging personality with a commitment to assist 
workers and unions 
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Position Indicative Duties Required/Desirable qualification and skills 

 Experience in a busy office environment, preferably in a member 
based or service organization 

 Experience in reception or customer service work 

 Knowledge of office systems (e.g. bookkeeping, petty cash, room 
booking etc.)   

 Ability to deal with competing demands and priorities 

 Literacy and an ability to learn to use word processing software to 
type letters and other documents quickly and accurately 

 Working knowledge of Word, Excel and PowerPoint 

 Ability to use other office equipment (scanner, photocopier etc)  

 Knowledge of the internet, and use of the internet 
Desirable: 

 Some knowledge of the trade union landscape and RMG industry 
 

Qualifications:  Reception, administration or customer service training 

either in high school or post high school and at least 2-3 years’ experience 

in an office environment 
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Position Indicative Duties Required/Desirable qualification and skills 

Training 
Coordinator 
(1 position) 
 

 

 

Key indicative responsibilities are: 

 Work in accordance with the work 
plan and individually designated 
roles within the work plan for 
training team  

 Coordinate a set number of courses 
per year  

 Assist in drafting and preparing 
course materials and accompanying 
resources (in conjunction with the 
manager and relevant trainers) 

 Manage the train the trainer 
program already initiated by the 
ILO and update the skills of existing 
and new master trainers 

 Establish and maintain a  network 
of RMG workplace union and 
federation educators/trainers and 
mentor individual trainers  

 Manage and facilitate the training 
and outreach activities in 
consultation with the manager and 
trainers. 

 

Required:  

 Ability to work collaboratively in a small team and willingness to be 
flexible in undertaking duties within a small team 

 Substantial coordination, communication and monitoring experience 

 Technical expertise in education/training  and demonstrated capacity 
to deliver innovative training at various levels of complexity (worker, 
union members. union leaders, federation officials) 

 Understanding of the key issues facing workers and unions in RMG 

 Ability to analyse new material and synthesise into training  

 Experience in designing new course curricula (based on course 
objectives and goals according to learner needs) and drafting of 
accompanying materials 

 Proven writing skills (policy, guidelines or training materials) and 
communications skills (presentations, speeches, education) 

 Knowledge of the ILO standards, Labour Law of Bangladesh and other 
relevant legislation 

 Working knowledge of Word, Excel and Power Point  

 An understanding of the challenges and difficulties facing trade 
unions in Bangladesh and a sense of the political and economic 
environment in which trade unions work in the RMG sector 

 A commitment to the central role of trade unions and social dialogue 
in building a more prosperous society 
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Position Indicative Duties Required/Desirable qualification and skills 

 Provide advice or support on 
request to organisers or federation 
officials, either at workplace or 
sectoral level on key training issues 

 Provide advice and training to help 
line staff 

 Monitor and report to the manager 
on training activities 

 Provide advice to trainers about 
content for education modules 

 Undertake other duties as 
delegated by the Manager 

 

 

 

 

 

 Good communication skills and ability to relate to, and manage, key 
stakeholders while ensuring the integrity and professionalism of the 
organisation 
 

Desirable: 

 Knowledge of the RMG sector, employers, unions, brands and 
economics 

 Knowledge of union structure and challenges in Bangladesh 
 

Qualifications: A qualification (either degree and/or post-graduate 

diploma/certificate or Diploma) relevant to Education and Training, 

including a Certificate in Training and Assessment, plus at least 2-3 years of 

practical experience in the field of education/training. Relevant 

qualification means a qualification in an area such as law, economics, social 

science, teaching plus education on developing and delivering education 

curriculum and materials.        
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Position Indicative Duties Required/Desirable qualification and skills 

Dispute 
Resolution 
Coordinator  
(1 position) 
 

Key indicative responsibilities are: 

 Work in accordance with the work 
plan and individually designated 
roles within the work plan for the 
team  

 Manage the team of paralegals and 
the call centre 

 Provide dispute resolution advice 
to workplace union members and 
leaders/committee members and 
Federation members on request 

 Provides advice to other teams (e.g. 
education) about content for 
education modules 

 Plan and conduct training usually in 
conjunction with education team  

 Coordinate and or mentor 
nominated federation OSH 
officers/champions around 
collective bargaining, dispute 
resolution and rights disputes case 
management in the courts 

 Design, organise and coordinate 
the Diploma in para-Legal Studies 
with union federations and a 

Required:  

 Understanding of the key issues facing workers and unions in RMG 

 Ability to work collaboratively in a small team and willingness to be 
flexible in undertaking duties within a small team 

 Technical expertise in at least two or more of the areas of the team’s 
work – labour law, collective bargaining, dispute resolution, union 
governance and enforcement proceedings.  

 Knowledge of the ILO standards, Labour Law of Bangladesh and other 
relevant legislation and how these apply to union registration, 
collective bargaining and dispute resolution in particular 

 Capacity to identify breaches of domestic legislation and 
international standards, collect evidence about those breaches and 
how to use the Labour Law and ILO complaints mechanisms to 
provide redress  

 Knowledge and direct experience of collective bargaining (from 
researching and developing claims to drafting collective agreements) 

 Knowledge of labour court enforcement processes in rights disputes  

 Knowledge of best practice workplace dispute resolution processes  

 Ability to analyse new material and synthesise into 
training  or reports 

 Proven writing skills (policy, guidelines or training materials) and 
communications skills (presentations, speeches, education) 

 Working knowledge of Word, Excel and Power Point  
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Position Indicative Duties Required/Desirable qualification and skills 

training institution chosen by 
tender 

 Maintain a network of pro-bono 
legal assistance for unions and 
federations 

 Coordinate and service sectoral or 
issue based dispute resolution 
committees  

 Draft basic information leaflets 
website articles and/or guidelines 
on labour law matter issues 

 Other duties as delegated by 
Manager 

 

 

 

 

 An understanding of the challenges and difficulties facing trade 
unions in Bangladesh and a sense of the political and economic 
environment in which trade unions work in the RMG sector 

 A commitment to the central role of trade unions and social dialogue 
in building a more prosperous society 

 Good communication skills and ability to relate to, and manage, key 
stakeholders while ensuring the integrity and professionalism of the 
organisation 

 

Desirable: 

 Knowledge of another area of technical expertise   

 Knowledge of the RMG sector, brands and economics 

 Knowledge of NCCWE national centres, IndustriALL Bangladesh 
Council federations and other RMG union federations 

 

Qualifications: A qualification (either degree and/or post-graduate 

diploma/certificate or Diploma) relevant to this Legal/Collective 

Bargaining/ Industrial Relations, plus at least 2-3 years of practical 

experience in the field as a lawyer, para-legal or in an equivalent role  
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Position Indicative Duties Required/Desirable qualification and skills 

Call Centre Staff 
(1 position) 
 

 

 

Key indicative responsibilities are: 

 Work in accordance with the work 
plan and individually designated 
roles within the work plan for the 
team  

 Implement a small call centre that 
1) takes calls from workers in RMG 
and gives advise/information by 
phone 2) participates actively in 
both inbound and outbound call 
campaigns 

 Ensure that appropriate systems 
are in place to collect data about 
calls and ensure follow up of those 
calls  

 Develop protocols with federations 
to refer some caller’s claims to 
those federations on an equitable 
basis. 

 Develop FAQ sheets and other 
materials (in conjunction with other 
teams) that can be provided to 
callers and workplaces 

 Provides advice to Education team 
about content for education 
modules 

Required:  

 Pleasant and patient manner in dealing with workers and union 
officials 

 Understanding of the key issues facing workers and unions in RMG 

 Ability to work collaboratively in a small team and willingness to be 
flexible in undertaking duties within a small team 

 Working knowledge of (or ability to learn quickly) the key issues of 
interest to workers including their rights under the labour law, OSH 
processes, collective bargaining, dispute resolution, union 
governance and enforcement proceedings.  

 Knowledge of the ILO standards, labour law of Bangladesh and other 
relevant legislation  

 Knowledge of labour court enforcement processes in rights disputes  

 Knowledge of workplace dispute resolution processes  

 Ability to keep accurate notes and records 

 Working knowledge of Word, Excel and Power Point  

 An understanding of the challenges and difficulties facing trade 
unions in Bangladesh and a sense of the political and economic 
environment in which trade unions work in the RMG sector 

 A commitment to the central role of trade unions and social dialogue 
in building a more prosperous society 

 Good communication skills and ability to relate to, and manage, key 
stakeholders while ensuring the integrity and professionalism of the 
organization 
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Position Indicative Duties Required/Desirable qualification and skills 

 Research issues and draw together 
relevant materials 

 Draft basic information leaflets. 
Website articles and/or guidelines 
on labour law and OSH issues 

 Other duties as delegated by 
Manager 

 

 

 

Desirable: 

 Knowledge of another area of technical expertise   

 Knowledge of the RMG sector, brands and economics 

 Knowledge of NCCWE national centres, IndustriALL Bangladesh 
Council federations and other RMG union federations 
 

Qualifications: Any relevant qualification (ranging from customer service 

to law) plus relevant practical experience in the field in anything from Union 

or NGO organiser, to para-legal or customer service officer. 

Passionate for helping people and an ability to identify organising 

opportunities.  

 

 

 

 


