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    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

	Futures, Research and Development Unit (FRDU) within DfE provides secretariat support to Matrix, the NI Science Industry Panel. 

Matrix oversees a programme of market led science and technology foresight and horizon scanning research. Output provides a critical evidence base and recommendations to government on the development of future science and technology policy, strategy, and programme delivery to underpin achievement of departmental and Programme for Government (PfG) objectives. 
In addition, Matrix advises on how regional and national science and technology, innovation and Research and Development (R&D) policies may be most effectively implemented across Northern Ireland. 

The panel facilitates engagement and collaboration of industry with academia and government and enhances DfE’s links with relevant local, national and international organisations.

A key objective of Matrix is to promote a culture of innovation in the wider science and technology community. To achieve this, the secretariat provides communications support and outreach activity including the Matrix website, newsletters, social media channels, articles for various publications partnership agreements with external organisations e.g. the NI Science Festival and relevant industry or research conferences.
The purpose of the Deputy Principal (DP) Communications and Design Manager is twofold:

•
to develop and manage an outreach, PR and information dissemination process for the Matrix Panel through the design, development and management of digital channels and multimedia content; and

•
to develop an SBRI Communications Strategy and facilitate the ongoing delivery of the Strategy.  The postholder will report to the Head of Innovation Delivery Unit on this workstream.




      Main objectives of the opportunity

	The main duties and responsibilities of the post holder will include:
Futures, Research and Development Unit

•
Development and implementation of a wide ranging communications plan with the aim to raise awareness and promote the work of Matrix; 

•
Lead delivery of a broad range of online and offline communications activities; 

•
Develop a coherent and sustained programme of outreach activities e.g. oversee partnership agreements with the NI Science Festival, AI Con etc;

•
Lead and oversee the creation of innovative content and engaging digital assets for digital channels to achieve campaign objectives (existing channels include web, mailchimp, Twitter and LinkedIN) and online events; 

•
Lead on the definition and communication of the organisational brand;

•
Maintain and develop social media presence;

•
Oversee development and management of website content, primarily designed by the Communications Officer using Wordpress Avada theme; 

•
Draft and distribute articles and press releases for different media including knowledge of requirements for publication of optimised content, both written and graphic, on the internet/ intranet and social media channels, including content management systems and social media dashboards;

•
Management of events and press launches including the use of event management tools such as Eventbrite; 

•
Meeting preparation & administration; 

•
Engagement with Press Officers across NI government, business and academia; 

•
Maintain working relationships with key internal NICS and external stakeholders; 

•
Project management, supporting FRDU project managers in the research and production of Matrix foresight studies and reports as necessary; and

•
The post-holder will be proactive in managing their personal development and assist in informing the professional development of the wider team.

•
The role includes line-management responsibility in respect of the Communications Officer.
SBRI

•
Development of a Communications Strategy to optimise the benefits of the initiative (including potential rebranding);

•
Liaise with IDU SBRI leads and delivery agents as part of the development of the strategy;

•
Co-ordinate delivery of the strategy in conjunction with delivery agents;

•
Monitor the effectiveness of the strategy with a view to making improvements and seeking further opportunities;

•
Lead delivery of a broad range of online and offline communications activities;

•
Maintain and develop social media presence;

•
Produce an Annual Communications report;

•
Lead and oversee the creation of innovative content and engaging digital assets for digital channels to achieve campaign objectives and online events; 

•
Draft and distribute articles and press releases for different media;

•
Engagement with Press Officers across NI government, business and academia; and 

•
Maintain working relationships with key internal NICS and external stakeholders.

The above list is not exhaustive but gives a good indication of the main 

duties of the post. The emphasis on particular duties will vary over time 

according to business priorities and needs, however it is anticipated that a substantial 80% of the job holder’s time will be dedicated to Matrix, with the remaining time focused on SBRI.



3.  Skills requirements

       What qualities, skills and experience is required from the individual

	ESSENTIAL CRITERIA 

The characteristics and overall level of knowledge and skills which must be most commonly applied in this role include:

1. A third level qualification* in marketing; or communications.

2. At least 3 years demonstrable and practical professional experience working in a marketing; or strategic communications environment.

3. At least 3 years’ experience gained within the last 10 years in the development and delivery of a communications strategy to include experience in identification and implementation of improvements to meet requirements of a diverse range of stakeholders; 

4. A full, current driving licence enabling the licence holder to drive in Northern Ireland and/or access to a form of transport which will permit them to meet the requirements of the post in full and be prepared to travel throughout Northern Ireland and elsewhere as required.

* A third level qualification is defined as post A-Level. 

DESIRABLE CRITERIA 

1. At least two years’ recent experience of working in a science, technology, research and development or innovation communications role.



4.  Personnel: Please state below

         Who will the individual report to? 

	Head of FRDU and Matrix Secretariat (Grade 7)



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

	Head of FRDU and Matrix Secretariat (Grade 7)




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

     individual and their organisation. 
	The individual will have the opportunity to enhance existing skills and develop new skills in a fast moving environment, and to build new relationships by working closely and collaboratively with other staff in the Matrix secretariat and the Department for the Economy, as well as the Matrix panel which is a panel of 19 business and academic leaders.

The Matrix secretariat and Matrix panel will benefit from the different perspectives, skills, professional background, and experiences brought by an individual from another organisation. The parent organisation will benefit from the experience and skills gained by the individual during this opportunity to work within the public sector.


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 a suitable candidate has been identified and a release date agreed.
Duration: 1 year with the possibility of an extension subject to the agreement of all parties.
Location: Department for the Economy, Adelaide House, 39-49 Adelaide Street,
Belfast, BT2 8FD. Note DfE operate a hybrid working policy.
Resources: A laptop, docking monitor and accessories will be provided and the main office has workstations with docking monitors. A mobile phone will also be provided.
Funding: DfE will meet salary costs and associated expenses. The salary scale will be £42,315 to £45,351.
Further information: For further information about the post please contact Eoin McFadden on telephone number 028 9052 9773 or e-mail to Eoin.McFadden@economy-ni.gov.uk
Closing Date: Applications must be submitted by 5.00pm on Friday 10 May 2024 to: 

For staff from all other Partner organisations: interchangesecretariat@finance-ni.gov.uk 
*This opportunity is not open to NICS staff


7.  Endorsement

     Interchange Manager

	Sarah Jones


Signed:

	


Date:
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