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CITY OF HAMILTON 
LAST UPDATED – JULY 2019 

 

CITY MANAGER’S OFFICE 

(HUMAN RESOURCES DIVISION - EMPLOYEE & LABOUR RELATIONS - LOCATION – 120 KING ST. W., 9th 

FLOOR) 

 

LABOUR RELATIONS OFFICER 

 

SUMMARY OF DUTIES 

 

Reporting to the Manager, Labour Relations, the position is responsible for providing a full range of labour/staff relations 

expertise for assigned departments. 

 

GENERAL DUTIES 

 

Develop and implement fair and proactive labour relations policies. 

 

Provide advice to senior managers on effective strategies, best practices and application of collective 

agreements/employment related statutes. 

 

Assist in the negotiation of collective agreements for the City of Hamilton. 

 

Develop and maintain interest based grievance resolution procedures and processes. 

 

Prepare and present or assist legal counsel with cases for mediation and or arbitration, including the interviewing of 

witnesses, gathering evidence, assessing the City's interests and formulating arguments. 

 

Prepare and present or assist legal counsel with cases before administrative tribunals (e.g. Ontario Labour Relations 

Board, Workers Compensation Board/Appeals Tribunal, Employment Standards Board). 

 

Provide specialist advice and/or direction to human resources practitioners, managers, supervisors and employees on a 

wide variety of labour/staff relations matters such as suspensions, investigation and discipline, collective agreement 

administration, negotiations, application of City policies, grievance handling, case law application and union relations. 

 

Interpret and apply collective agreements, The Labour Relations Act, Employment Standards Act, Ontario Human 

Rights Code and any other relevant statutes. 

 

Analyze and formulate the City's response to changes in legislation or collective agreements. 

 

Plan for and manage legal or illegal job actions by City employees. 

 

Arrange and carry out alternative dispute resolution processes (e.g. RBO's, mediation, med-arb etc.) to resolve 

grievances and other disputes. 

 

Ensure the appropriate implementation of settlements/arbitration decisions. 

 

Develop policies, issue papers, procedures and programs consistent with City needs and requirements by collecting 

and analyzing information, researching case law and best practices of related employers and by securing acceptance 

by consulting and maintaining open dialogue with managers and bargaining agents. 

 

Prepare briefing notes and responses to contentious issues for the senior management team and the Human 

Resources Division. 
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Perform various related duties such as: participating as a member of assigned committees and labour/management 

meetings; preparing and delivering reports as required, both verbal and written; investigate reports of labour difficulties. 

 

Prepare data for grievance hearings, analyzing for issue identification and chair final stage grievance meetings. 

 

Responsible for maintenance of grievance and historical data files. 

 

Develop and administer on-going training programs for Managers/Supervisors on grievance procedures, constructive 

discipline, contract interpretation and interpretation of employment related statutes. 

 

Co-ordinate and extract statistical data to be used for negotiation, conciliation, mediation and arbitration stages. 

 

Assist in preparing costing reports.  Discuss employment related problems with Department Heads and analyze 

collective agreement issues, which have arisen since the signing of the previous contract in order to make sound 

recommendations 

 

Assist in development and implementation of Work Accommodation initiatives and placements. 

 

Work in accordance with the provisions of applicable Health and Safety legislation and all City of Hamilton corporate 

and departmental policies and procedures related to Occupational Health and Safety. 

 

Perform other duties as assigned which are directly related to the responsibilities of the position. 

 

QUALIFICATIONS 

 

1. Progressively responsible human resources management experience in Labour and Employee relations related 

to the duties listed above in either a private or public sector environment. 

 

2. Demonstrated dispute resolution and negotiation skills. 

 

3. Superior analytical and problem solving skills. 

 

4. Must possess extensive relevant experience in all labour relations matters. 

 

5. Experience in research techniques and statistical analysis. 

 

6. Considerable knowledge of Collective Agreements, Labour Legislation and Regulations, the Occupational 

Health & Safety Act, The Ontario Human Rights Code and the Workplace Safety and Insurance Act. 

 

7. Excellent communication skills, both verbal and written. 

 

8. Proficient in the use of Microsoft Office Software (Word, Outlook, Excel). 

 

9. Municipal experience would be an asset. 

 

10. Preference will be given to candidates with an Undergraduate/Masters Degree in Industrial Relations or an 

equivalent combination of education and relevant experience. 

 

11. Must possess a Valid Class “G” Driver’s Licence and provision of a vehicle for use on the job. 

 

THIS POSITION REQUIRES A VALID CLASS “G” DRIVER'S LICENCE AND PROOF THEREOF IS 

REQUIRED AFTER HIRE. 
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