Job Role Mediation Guidance

Date: [Insert Date]

To: [HR Manager's Name]

From: [Your Name]

Subject: Guidance on Job Role Mediation Process

Dear [HR Manager's Name],

| hope this message finds you well. As we continue to navigate the complexities of job role
definitions and mediation within our organization, | would like to provide you with a structured
guidance on how to approach mediation in cases of job role disputes.

1. Understanding the Mediation Process

Mediation is a collaborative process aimed at resolving conflicts amicably. It involves
facilitating communication between parties to achieve a mutually acceptable resolution.

2. ldentifying the Issues

Start by clearly identifying the specific issues related to the job role. Gathering input from all
parties involved will provide a comprehensive understanding of the situation.

3. Setting Up a Mediation Meeting

Arrange a meeting with the involved parties in a neutral environment. Ensure that all participants
are informed of the agenda and are willing to participate in the mediation process.

4. Facilitating the Discussion

During the meeting, encourage open dialogue. Listen actively to all perspectives, and guide the
conversation towards finding common ground.

5. Reaching an Agreement

Once the discussion has taken place, help the parties brainstorm potential solutions. Aim for a
consensus that respects the needs and concerns of all involved.

6. Documenting the Outcome

Create a written summary of the agreement reached during the mediation and ensure all parties
have a copy for future reference.



Please feel free to reach out should you require further clarification or support regarding the
mediation process.

Best regards,
[Your Name]

[Your Job Title]
[Your Contact Information]



