
NI INTERCHANGE SCHEME


Ref: I/C 48/23

Hosting Proforma


    Name of Host  

    Organisation

1.  Interchange Manager’s details


             Name

     Organisation/

        Department


              Address

         Telephone                                               Fax number

             Number

               

               E-mail

Type of Opportunity

2.  Details of hosting opportunity

      Description of opportunity

	Capital Projects Design/Development Officer 
Working within the Capital Projects team based at Antrim Civic Centre. Supporting the Capital Project Design/Development Manager in the delivery of the Capital Programme including managing and monitoring contracts and service delivery agreements.

This is great opportunity for appropriately qualified individual with experience of working in a Capital Projects. 



      Main objectives of the opportunity

	To be responsible to the Capital Project Design/Development Manager for the effective management and delivery of allocated capital projects in accordance with the Department's project management procedures and in compliance with applicable statutory obligations and requirements.
Maintain professional knowledge within project management and make recommendations for improvements as and when required.
To be responsible to the Capital Project Design/Development Manager for the accurate and timely production of all information required for Council, Committee, Department or other reports, official returns and performance management as required.



3.  Skills requirements

       What qualities, skills and experience is required from the individual

	· Degree or equivalent qualification in a built environment discipline,
OR
· Registration or full current Membership by examination of a relevant professional body. 

A minimum of 2 consecutive years’ experience working in a built environment in client project management within the last 5 years to include:

a) Delivery of capital projects     from inception to successful completion.

b) Preparation of tender documents. 
c) Compliance with project budgets.

d) Coordinating internal and external project teams.

e) Building partnerships with a range of stakeholders.



4.  Personnel: Please state below

         Who will the individual report to? 

	Capital Project Design/Development Manager



         Who will be the individual’s line manager and/or reporting officer?

	


5.  Transfer of learning
     Please give details of how the Opportunity will benefit your organisation, the 

     individual and their organisation. 
	ANBC will benefit from new experience and skills that the individual can bring to this role. 



6.  Logistics

     Please provide details of the likely start date, duration, location, form of transport required, resources (i.e.; desk, PC, etc.) and funding arrangements for the opportunity.

	Start Date: January 2024
Duration: up to March 2025 (pending review)
Location: The successful candidate will be based at Antrim Civic Centre – but may be required to work at other locations.
Funding: ANBC will meet salary and associated expenses and the salary range is: £39,186 - £42,403 per annum
Further information: Further information can be found in the Job Description at Annex A.
Closing Date: Applications must be submitted by 5.00pm on Friday 08 December 2023 to: 

For NI Civil Service departmental staff only: secondments@hrconnect.nigov.net  


For staff from all other Partner organisations: interchangesecretariat@finance-ni.gov.uk 


7.  Endorsement

     Interchange Manager

	Reggie Hillen


Signed:

	01 December 2023


Date:



ANNEX A
JOB DESCRIPTION
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Antrim and Newtownabbey Borough Council























Reggie Hillen





Finance and Governance 





Antrim Civic Centre


50 Stiles Way, Antrim BT41 2UB











� HYPERLINK "https://www.google.com/search?q=antrim+civic+cente&rlz=1C1GCEB_enGB965GB965&oq=antrim+civic+cente&aqs=chrome..69i57j46i175i199i512j0i22i30l6j0i390i512i650.1915j0j4&sourceid=chrome&ie=UTF-8" �0300 123 4568�
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JOB DESCRIPTION 


 


 


JOB TITLE:   


 


Capital Projects Design/Development Officer 


  


SALARY: PO2 SCP (31- 34), £39,186 - £42,403 


  


DEPARTMENT: 


 


Finance and Governance 


RESPONSIBLE TO: Capital Project Design/Development Manager 


  


LOCATION  OF  POST: Based at Antrim Civic Centre but may be required to work from 


any Council site within the Borough  


 


 


 


 


MAIN PURPOSE OF JOB 


 


To be responsible to the Capital Project Design/Development Manager for the effective 


management and delivery of allocated capital projects in accordance with the Department's 


project management procedures and in compliance with applicable statutory obligations 


and requirements. 


 


Maintain professional knowledge within project management and make recommendations 


for improvements as and when required. 


 


To be responsible to the Capital Project Design/Development Manager for the accurate and 


timely production of all information required for Council, Committee, Department or other 


reports, official returns and performance management as required. 


 


 


PRINCIPAL RESPONSIBILITIES 


 


1 Responsible for the provision of design and development advice, cost management 


and technical support. 


 
2 To develop service delivery agreements for consultants and contractors as required by 


the Capital Project Design/Development Manager and prepare appropriate tender 


and contract documentation. 


 
3 To support the Capital Project Design/Development Manager in the delivery of the 


Capital Programme including managing and monitoring contracts and service delivery 


agreements. 
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4 Responsible for the effective management, monitoring and control of allocated 


projects from inception to successful delivery compliant with projects briefs, objectives, 


and implementation plans. 


 


5 Prepare effective project briefs, in conjunction with project sponsors / clients. 


 
6 Identify, mitigate and manage all risks and environmental considerations associated 


with allocated projects in conjunction with the Capital Project Design/Development 


Manager. 


 
7 As required by the Capital Project Design/Development Manager manage and control 


quality, time and cost parameters of all allocated projects and report thereon as 


required. 


 
8 Undertake the role of Council representative on a range of projects, and act as focal 


point of contact and technical liaison between project sponsors and the delivery 


team(s) as required by the Capital Project Design/Development Manager. 


 
9 Develop relationships and partnerships with key stakeholders to ensure a co-ordinated 


approach to project management and effective communication between all parties. 


 
10 Resolve problems which arise in relation to project delivery in a timely manner and to 


refer to the Capital Project Design/Development Manager as appropriate. 


 
11 Maintain and comply with relevant project systems and assist the Project Development 


Manager in recording, managing and publishing project and procurement 


information. 


 
12 Identify synergies and interdependences between projects and assist the Project 


Development Manager with the identification of efficiencies, value for money etc 


across Council wide projects. 


 
13 Assist with advancement of projects through the Gateway process at each stage of 


project delivery. 


 
14 Adhere to project change / variation management procedures. 


 
15 Ensure compliance of budgets for allocated projects in accordance with Council 


policies, Financial Regulations and Standing Orders as directed by the Capital Project 


Design/Development Manager. 


 
16 Apply appropriate formal project handover procedures and provide project sponsors 


with all necessary information. 
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17 Assist with the analysis of financial data, production of financial reports, reconciliation 


of financial data, auditing and verification of project expenditure and income for the 


Capital Section as required by the Capital Project Design/Development Manager. 


 
18 Monitor, record and collate consultant and contractor performance data to assist the 


Capital Project Design/Development Manager in performance improvement. 


 
19 Work within funding conditions and provide information for funding bids and claims as 


required. 


 
20 Coordinate and monitor service delivery by internal and external project teams and 


foster teamwork in all aspects of project delivery. 


 
21 Maintain professional knowledge in both the relevant field of professional expertise and 


project management generally and make recommendations to the Capital Project 


Design/Development Manager for potential improvements in service delivery. 


 
22 Comply with the requirements of the CDM regulations and other Health and Safety 


legislation. 


 
23 Evaluate tender submissions in compliance with Council’s Financial Regulations and 


procurement legislation. 


 


24 Prepare planning and other statutory applications and ensure projects are delivered in 


compliance with associated conditions.   


 


25 Participate fully in all operational aspects of the Capital Development Section in 


accordance with the Section Business plan. 


 


26 Carry out all duties in such a way as to enhance and protect the reputation and public 


profile of Antrim and Newtownabbey Borough Council. 


 
27 


 


Undertake such other duties as may be allocated from time to time in line with the 


general nature of the post. 


 
28 To be available from time to time to carry out duties outside of normal office hours and 


in addition to basic contracted hours. Such additional hours will be remunerated in line 


with Council’s approved policies at the time. 


 


 


 


The principal responsibilities listed above are an indicator of the main aspects of the role as 


opposed to representing a definite list. 
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GENERAL RESPONSIBILITIES 


 


1 Demonstrate a team approach to achieving the objectives of the Section through full 


flexibility in relation to tasks undertaken. 


 


2 Provide a high level of internal and external customer service including taking ownership 


of customer queries and complaints and following issues through to completion. 


 


3 Continuously develop personal knowledge and skills to enhance internal and external 


customer service. 


 


4 Comply with, and ensure that other staff comply with, Council’s policies and procedures 


including those relating to health, safety, wellbeing and safeguarding. 


 


5 Promote equality and diversity across all service areas through clear leadership, 


effective policy implementation and demonstrating appropriate behaviours in line with 


Council values. 


 


6 Carry out any other relevant duties which may be assigned including working in other 


sections of the Department and Council. 
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EMPLOYEE SPECIFICATION 


 


CATEGORY ESSENTIAL DESIRABLE METHOD OF 


ASSESSMENT 


QUALIFICATIONS  Degree or equivalent 


qualification in a built 


environment discipline, 


 


OR 


 


 Registration or full current 


Membership by examination 


of a relevant professional 


body.  


 


 Additional relevant 


qualifications e.g. Postgraduate 


qualification in Project 


Management. 


 


 Working knowledge of H&S, 


Preventative Maintenance and 


QA Systems. 


 


Application 


form 


EXPERIENCE A minimum of 2 consecutive 


years’ experience working in a 


built environment in client project 


management within the last 5 


years to include: 


 


a) Delivery of capital projects     


from inception to successful 


completion. 


b) Preparation of tender 


documents.  


c) Compliance with project 


budgets. 


d) Coordinating internal and 


external project teams. 


e) Building partnerships with a 


range of stakeholders. 


 


 Negotiation with consultants / 


contractors on professional 


services / works / contractual 


issues. 


Application 


form 


Assessment/ 


Interview 


process 


KEY SKILLS & 


ABILITIES 


 Good planning, organising 


and project management 


skills. 


 Good administrative and 


financial skills. 


 


 Good negotiation skills. 


 


Assessment/ 


Interview 


process 


KNOWLEDGE Working knowledge of the 


following: 


a) Project management tools i.e. 


Microsoft project. 


b) Modern forms of consultant 


and works contracts. 


c) Health and safety legislation. 


 Working knowledge of 


procurement legislation. 


Assessment/ 


Interview 


process 
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d) Procurement legislation. 


e) Competent in the use of 


Microsoft Office and Windows 


Applications. 


 


OTHER  Full current driving licence and 


access to a suitable form of 


transport to enable the duties 


of the post to be carried out in 


full, or, if a disability prevents 


driving, access to a suitable 


form of transport to enable 


the duties of the post to be 


carried out in full. 


 Available to work after hours, 


particularly evenings, to 


facilitate engagements and 


meetings. 


 


 Assessment/ 


Interview 


process 
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CORE COMPETENCIES 
 


Customer Focus 


 Establishes the needs of customers and strives to ensure these are met 


 Builds partnerships for mutual benefit 


 Instils high customer service in others and drives team to think of customer impact 


 Challenges poor customer service or lack of awareness in others 


 Handles complaints positively – listens to the customer’s concerns without defensiveness 


or self-justification, shows concern, takes steps to remedy and follow up 


 


Essential 


Service Excellence 


 Seeks to continually improve services and processes that impact on customers 


 Focuses on the achievement of objectives and plans ahead to ensure goals are 


achieved in terms of excellence in service delivery 


 Seeks out and uses customer feedback to ensure customer needs are met and 


exceeded 


 Instils service excellence in others and drives team to improve service 


 


Essential 


Teamwork 


 Establishes effective working relationships with people at all levels through 


communication, consultation and interpersonal skills 


 Demonstrates ability to quickly resolve conflict 


 Works collaboratively with other teams and agencies both internal and external to the 


Council 


 Adapts style and approach to achieve effective outcomes 


 


Essential 


Communicating with Impact 


 Demonstrates persuasive communication skills and confidence in conveying information 


internally and externally 


 Responds and behaves positively and demonstrates resilience in communication 


 Demonstrates effective communication skills, both orally and in writing 


 Actively listens and uses a variety of methods to convey messages clearly and succinctly 


 


Essential 


Collaborating in a Political Environment 


 Develops and manages effective networks by establishing common ground 


 (Managers) Demonstrates an understanding of political factors at Council, regional, 


national and where appropriate, international level in developing strategies 


 Understands which issues are likely to be sensitive and the background political interests 


and agenda 


 


Essential 


Leadership 


 Personally contributes to the Council’s vision and goals 


 Displays drive, determination and perseverance in achieving high quality results 


 Develops a positive working environment, motivates and builds effective teams which 


achieve results whilst encouraging and supporting individuals 


 Positively influences people and events 


  


Essential 


Problem Solving & Decision Making 


 Gathers information from a range of sources 


 Analyses information to identify problems and issues 


 Makes effective decisions and recommendations based on resolution agreement 


 Plans structures and priorities work to achieve optimum results 


 


Essential 


 


 






