
UNIVERSITY OF SOUTHERN CALIFORNIA

Specialist, Employee and Labor Relations

Job Code: 117565

OT Eligible:

Comp Approval:

Manages and responds to employee or labor concerns or grievances through review, 
documentation and fact-finding activities. Ensures university adheres to labor, legal, compliance 
and practice standards. Documents and acts upon employee or labor relations concerns, 
negotiations and grievances in timely and thorough manner. Analyzes data to identify trends across 
university. Partners with stakeholders to create programs and initiatives that support positive 
relations between represented and non-represented staff, faculty, and the university. Champions 
the university’s vision, culture and values.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

1/20/2022

______ Documents and manages employee or labor relations concerns or grievances in 
case management system. Ensures grievances are addressed and escalated as 
required. Conducts and initiates fact-finding (e.g., research, interviews), 
communicates results and recommended corrective actions. Maintains records and 
facilitates reasonable accommodation requests. Prepares written responses to 
requests for information as needed.

______

______ Acts as resource to university stakeholders on performance improvements, 
corrective actions and/or rights and responsibilities of management and employees 
with respect to union laws. Interprets and applies university policies and practices, 
employment and labor law, and other regulations. Assists with development and 
delivery of feedback or corrective/disciplinary actions. Stays attuned to 
organizational and operational change across the university to identify potential 
employee and/or labor relations risks and develop plans to address reactively and 
proactively.

______

______ Provides data analysis and reporting solutions based on university/unit/school 
needs, highlighting key trends to drive proactive employee and/or labor relations 
solutions that improve employee engagement, reduce risk, and minimize reactive 
work. Develops initiatives to address specific employee relations issues related to a 
unit/school. Designs and implements programs and procedures that improve 
employee and labor relations. Helps assess current employee and/or labor relations 
policies and procedures for potential bias and determines action plans to address. 
Partners with relevant stakeholders to identify process or technology 
improvements, address and resolve issues, and proactively implement effective 
workplace practices.

______

______ Coordinates and/or delivers employee and labor relations workshops and trainings 
for university stakeholders. Facilitates organizational change across the university, 
identifying potential employee or labor relations risks and developing plans to 
address proactively. Maintains knowledge of relationships, labor and employee 
laws, policies, employment and labor legal trends, and new legislation that could 
impact the employee/employer relationship.

______
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______ Builds and maintains collaborative relationships with key stakeholders. Ensures that 
legal and regulatory requirements are met to minimize exposure to liability for the 
organization. Promotes environment that fosters inclusive relationships and creates 
unbiased opportunities for contributions through ideas, words, and actions that 
uphold principles of the USC Code of Ethics.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

JOB QUALIFICATIONS:

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential:

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those plans 
is required.  During or immediately following an emergency, the employee will 
be notified to assist in the emergency response efforts, and mobilize other staff 
members if needed.

No

Yes

Minimum Education:

Bachelor's degree

Minimum Experience:

5 years

Preferred Education:

Master's degree

Preferred Experience:

7 years

Minimum Field of Expertise:

Bachelor's degree in business, psychology, communications, employment law, industrial 
relations or another related field. Five years’ experience in human resources, higher 
education, organizational psychology, business, finance, behavioral or social science, or 
other related fields. Three years’ experience in employment law and/or employee and labor 
relations. Experience conducting fact-finding and tracking/reporting employee and/or labor 
relations grievances using a case management system (e.g., i-Sight). Sound judgment, 
high integrity, and problem-solving skills. Knowledge of current major employment laws 
(e.g., ADA, FMLA). Experience establishing collaborative initiatives with multiple 
departments. Demonstrated experience providing high-level customer service. Excellent 
written and oral communication skills, and the ability to handle complex, highly sensitive 
and confidential information. Excellent facilitation skills, with a proven track record of 
building strong collaborative relationships with stakeholders at all levels of an organization. 
Demonstrated ability to effectively manage time, prioritize tasks and work independently. 
Proficiency with Microsoft Office.

Preferred Field of Expertise:
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SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer

Advanced degree in human resources, psychology, communications, employment law, 
industrial relations, or another related field, and/or law degree. Seven or more years’ 
experience in higher education, employment law, and/or employee and labor relations. 
Society for Human Resource Management (SHRM) or similar human resource 
management certification. Knowledge of best-practice procedures used to investigate and 
resolve employee/labor concerns and grievances. Knowledge of the leading philosophies 
and best practices around managing employee performance related to employee/labor 
relations and corrective actions. Experience ensuring compliance with applicable laws and 
regulations. Ability to analyze data to look for trends and patterns. Demonstrable record of 
positive influence of department culture during change through trust-building and inclusion. 
Ability to train and educate staff on new, existing, or emerging policies, practices, laws, and 
industry trends, and ensure quality baseline of department knowledge. Ability to identify 
knowledge, skill and resource gaps and recommend relevant solutions utilizing industry 
trends.

Comments:

This position is designated as a Campus Security Authority (CSA) under the Clery Act and 
must comply with the requirements of said designation.


