
NI INTERCHANGE SCHEME


Ref: I/C 49/23

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

	Human Resources Officer to cover Career break.
This is great opportunity for appropriately qualified individual with experience of working in the Human Resources Department. 



      Main objectives of the opportunity

	To assist the Human Resources Managers in the successful implementation of the Human Resources Strategy.

The Human Resources Officer is responsible for working in partnership with their allocated business areas to provide a professional HR and Organisation Development service that is customer focused and drives performance improvement. The postholder will be assigned to provide expert advice and support to specific service areas and these can be change to scope in the role.

The role’s primary function is to develop strategies and implement business plans and workforce initiatives, which support the Human Resources Work plans and overall Council’s corporate objectives.

The role will also be accountable for providing operational support to managers on complex employee relations issues and liaison with HR colleagues to ensure high standards are met.

The Human Resource Officer will work on key HR Projects as directed by HR Managers.


3.  Skills requirements

       What qualities, skills and experience is required from the individual

	· Degree or equivalent in 

Human Resources, business or other relevant subject
(Consideration may be given to applicants who do not hold a third level qualification but who can demonstrate using specific examples a minimum of 4 years’ experience as below)
· Membership of the CIPD at 

Associate, Chartered or Fellow level.

(Consideration may be given to candidates who are currently actively working towards achievement of graduate membership of CIPD.)

· Two years relevant

experience in a Human Resources function to include at least three of the following; 

· Recruitment and Selection

· Employee Relations

· Learning & Development

· Equal Opportunities

· Managing Attendance




4.  Personnel: Please state below

         Who will the individual report to? 

	Leah Human Resources Manager



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

	Pauline Greer



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 August 2024 (pending review)
Location: Antrim Civic Centre.
Funding:  ANBC will meet salary and associated expenses and the salary range is: 37,336 - £40,221 per annum.
Further information: Further information is in the Job Description attached 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

	Pauline Greer




Signed:

	01 December 2023


Date:



ANNEX A

Job Description
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Organisation Development








Antrim Civic Centre


50 Stiles Way, Antrim BT41 2UB
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JOB DESCRIPTION  


JOB TITLE: Human Resources Officer 


GRADE: PO1 (SCP 29 - 32) £37,336 - £40,221 subject to Job 
Evaluation Review in approx. one year 


DEPARTMENT: Organisation Development 


SECTION: Human Resources 


RESPONSIBLE TO: Human Resources Managers 


RESPONSIBLE FOR: No direct reports 


LOCATION OF POST: Antrim Civic Centre 


MAIN PURPOSE OF JOB: 


To assist the Human Resources Managers in the successful implementation of the 


Human Resources Strategy. 


The Human Resources Officer is responsible for working in partnership with their 


allocated business areas to provide a professional HR and Organisation Development 


service that is customer focused and drives performance improvement. The post 


holder will be assigned to provide expert advice and support to specific service areas 


and these can be change to scope in the role. 


The role’s primary function is to develop strategies and implement business plans and 


workforce initiatives which support the Human Resources Work plans and overall 


Council’s corporate objectives. 


The role will also be accountable for providing operational support to managers on 


complex employee relations issues and liaison with HR colleagues to ensure high 


standards are met. 


The Human Resource Officer will work on key HR Projects as directed by HR 


Managers. 


  







 
 


PRINCIPAL DUTIES AND RESPONSIBILITIES: 


1. Provide expert advice, guidance and support in the capacity of HR business 


partnering to service areas on Human Resources strategy and policies, 


procedures, workforce planning & recruitment, managing attendance, 


performance management and employment law issues. 


2. Undertake projects in line with the Human Resources Work Plan as assigned by 


the Human Resources Managers and/or Director of Organisation 


Development. 


3. Deliver a proactive HR service by meeting with Departmental managers and 


briefing Senior Managers on a regular, planned basis, providing timely HR 


intelligence and helping to resolve individual issues promptly. 


4. Lead team based projects for example Voluntary Severance for service areas. 


5. Provide support, coaching, development and guidance to Managers/Supervisors 


in service areas and within the HR Team. 


6. Work collaboratively with the HR Systems and Data Officer to proactively analyse 


HR metrics that can be used to inform decision making in service areas. 


7. Draft reports and recommendations for Human Resources Managers and/or 


Director of Organisation Development to be presented to the Corporate 


Leadership Team, Committees and Council. 


8. Support with organisational design, change and providing expert advice on 


issues relating to workforce planning, restructuring, retraining, redeployment and 


redundancy situations. 


9. Participate in both informal and formal meetings with Trade Unions in relation to 


casework, policy development and new initiatives in support of the Human 


Resources Strategy. 


10. Lead on formal disciplinary and grievance cases including appeals and tribunal 


cases, preparing case files and correspondence, applying and interpreting 


policies, procedures, and employment law as appropriate. 







 
 


11. Play an active role in managing attendance through proactive management 


approaches, regular weekly/monthly reporting and provision of professional 


advice and assistance to management. 


12. Produce confidential reports, letters and correspondence for all HR related 


matters in assigned service areas. 


13. Prepare referrals to Occupational Health.  


14. Lead and advise managers on innovative attraction methods, recruitment, 


selection, performance management, reward and recognition issues. 


15. Continually seek to improve the timeliness of communication with applicants, 


new starts and employees, implementing new innovative practices and 


technologies to enhance employee experience. 


16. Prepare recruitment and selection documentation and participate in shortlisting 


and interview panels as human resources lead ensuring that all recruitment and 


selection processes are in accordance with relevant employment legislation and 


codes of practice. 


17. Ensure that offer letters and contracts of employment are issued in accordance 


with the Council policy and statutory requirements and that all necessary pre-


employment checks are completed. 


18. Work collaboratively with line managers in service areas to ensure that all new 


staff are trained. 


19. Be the responsible safeguarding contact for service areas, dealing with any 


issues, escalating these when appropriate to the Human Resources Managers 


and ensuring that all staff in service areas undertake the required level of 


safeguarding training. 


20. Lead on the Induction and Welcome of all new starts, ensuring probation is 


carried out and any performance related issues addressed at an early stage. 


21. Support the Human Resources Managers in development and delivery of training 


on Human Resources policies and procedures. 







 
 


22. Participate in job evaluation and re-grading of posts for service areas. Co-


ordinate the arrangements and prepare documentation for employees 


proceeding through informal and formal job evaluation appeals. 


23. Play an active role in corporate working including participation on cross-


departmental working groups. 


24. Deputise for the Human Resources Managers in their absence. 


25. Attending Meetings and participating in training relevant to the work of the 


Section. 


26. Keep up to date with modern developments in HR practice, including the use of 


digital technologies to enhance and improve effectiveness of Human Resources 


processes. 


27. Participate in external working groups to support personal growth and 


development as directed by the Human Resources Managers. 


28. Liaise with local schools and colleges, as and when required, to promote Equality 


of Opportunity and participate in schools events to promote Council/Careers 


29. 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 to be 


remunerated in line with Council’s approved policies at that time. 


 


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


role as opposed to representing a definite list. 







 
 


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. 


7. To be available to work flexibly in other services during emergencies.  







 
 


EMPLOYEE SPECIFICATION 


CATEGORY ESSENTIAL DESIRABLE METHOD OF 


ASSESSMENT 
QUALIFICATIONS/  Degree or equivalent in  A relevant training Application 
TRAINING Human Resources, business or 


other relevant subject 


qualification form 


  
(Consideration may be given 


to applicants who do not hold 


a third level qualification but 


who can demonstrate using 


specific examples a minimum 


of 4 years’ experience as 


below) 


    


  
 Membership of the CIPD at 


    


  Associate, Chartered or Fellow 


level. 
    


  
(Consideration may be given 


to candidates who are 


currently actively working 


towards achievement of 


graduate membership of 


    


  CIPD.)     


EXPERIENCE  Two years relevant experience 


in a Human Resources function 


to include at least three of the 


following; 


 


 Recruitment and 


Selection 


 Employee Relations 


 Learning & 


Development 


 Equal Opportunities 


 Managing 


Attendance 


 Experience of operating a 


Human Resources information 


System 


 


 Experience of delivering a 


successful organization 


development change project. 


  


  


  


  
  


Application 


  form 


  Assessment/ 


Interview 


  process 


    
    
    
    
    







 
 


 


KEY SKILLS AND 


ABILITIES 


 Strong organisational skills 


 Ability to prioritise and 


manage own work 


 Ability to work to strict 


deadlines 


 High level of written and 


verbal communication skills 


 Effective interpersonal stills 


 Ability to liaise effectively 


with all levels of staff and 


management 


 Confidentiality 


 Have a commitment to the 


provision of high quality services 


 


  


 Project management skills 


 


  


 


 


Assessment/ 


Interview 


process 


    
    


KNOWLEDGE  Good knowledge of 


employment legislation 


 


Good working knowledge of 


Microsoft Office Software 


 Knowledge of Northern 


Ireland District Council 


operations and services.  


 


Assessment/ 


Interview 


  process 


OTHER  Full current driving licence or if 


disability prevents driving, access 


to a suitable form of transport to 


enable the duties of the post to 


be carried out in full. 


    Application 


form 


 







 
 


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 


Assessment


/ Interview 


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 


Assessment


/ Interview 


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 


Assessment


/ Interview 


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 


Assessment


/ Interview 


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 


Assessment


/ Interview 


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 


Assessment


/ Interview 


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 


Assessment


/ Interview 







 
 


 






