
NI INTERCHANGE SCHEME


Ref: I/C 06/24

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

	We wish to appoint a maternity cover for the role of Marketing Communications Specialist. The postholder will be required to support the Head of Marketing and Communications in the development and delivery of our strategic marketing plan.  They will support with communications activity, help deliver marketing campaigns, support any new product launches, manage brochureware and work with our stakeholder partners on Public Affairs and PR to raise awareness of the Co-Ownership brands.


      Main objectives of the opportunity

	· To deliver the strategic marketing plan as agreed with the Head of Marketing & Communications, liaising with internal teams and external agencies to complete.

· To provide support to the programme of marketing activity aligned to achieving Co-Ownership’s core objectives including:
· Advertising & Marketing

· External communications

· Internal communications

· PR & Public Affairs

· Digital Marketing & Social Media

· Website management

· Brand Management

· To deliver professional marketing and communications materials and supports the development of the organisation and its product range.



3.  Skills requirements

       What qualities, skills and experience is required from the individual

	· A degree or third level qualification plus membership of a recognised marketing professional body
 OR
· A relevant degree or third level qualification in a marketing or business-related discipline
PLUS
· A minimum of 2 years’ relevant experience in a marketing/communications environment (to include the following):
1. General communications activities
2. Content creation across a range of channels
3. Experience of online and social media activity
· Working knowledge of Adobe Packages and online graphic design platforms e.g. Canva
· Working knowledge of Microsoft Office with advanced skills in word, excel and PowerPoint
· Understanding of the principles & practice of marketing communications

· Copy writing and proof reading skills

· Excellent oral and written communication skills 
· Excellent attention to detail



4.  Personnel: Please state below

         Who will the individual report to? 

	Nicola McTier – Head of Marketing & Communications



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

	Nicola McTier – Head of Marketing & Communications



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

     individual and their organisation. 
	This role will offer the successful candidate the opportunity to gain experience of working within a small, multi-skilled team.  They will develop knowledge of strategic marketing and communications and have the opportunity to implement elements of a focused marketing plan.  They will be able to work independently across a range of projects and to take part in a full range of marketing and communications activities including PR, Public Affairs, Brand Management.
The host organisation will benefit from the experience and knowledge the successful individual will bring.  This may include, new ways of working, new skills etc.



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: As soon as successful candidate can be released from parent organisation.
Duration: Up to 12 months, extension beyond this by mutual agreement.
Location: We offer Agile working or full time office working at our city centre office at Moneda House, 25-27 Wellington Pl, Belfast BT1 6GD .
Resources: Laptop.
Funding: This role is graded at SO2, on the NJC payscale, SCP 26 -28, currently £34,834 - £36,648 gross per annum. This is a full time post of 37 hours per week.

Co-Ownership will pay the total salary and associated costs to the parent organisation on a full cost recovery basis.
Further information: Please contact Human Resources at recruitment@co-ownership.org with any specific questions.
Closing Date: Applications must be submitted by Noon on Monday 22nd January 2024 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

	Judith McConville


Signed:

	03/01/24


Date:



Northern Ireland Co-Ownership Housing Association
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Human Resources





Moneda House, 25-27 Wellington Place,


Belfast, BT1 6GD
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Secondment – Maternity Cover – up to 12 months
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