
NI INTERCHANGE SCHEME


Ref: I/C 30/24

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

	The Private Secretary to the Permanent Secretary is a unique role at the heart of the Northern Ireland Office. It offers a great opportunity to work closely alongside the Permanent Secretary and the Senior Leadership Team (SLT) across the full range of the NIO’s responsibilities.
The Private Secretary will ensure that the Permanent Secretary’s views are represented on policy areas across the department. They will play a key role in ensuring joined-up advice is produced for the Permanent Secretary and Ministers. Working closely with Directors and Deputy Directors, they will identify interlinkages across policy areas, and act as an effective bridge between the Permanent Secretary and the rest of the department. They will horizon scan for issues and be a trusted adviser to the Permanent Secretary, ensuring actions and initiatives are taken forward. 
They will work closely with SLT and colleagues in ministerial private offices to facilitate smooth relationships between ministers and the senior leadership team. 
The current Permanent Secretary (Julie Harrison) has been in post for eight months. During that time, the Northern Ireland Executive has returned, and the department is delivering its outcomes through project-based working. The Private Secretary will support the Permanent Secretary in driving this forward, and in ensuring that the department is organised around relationships and expertise. 
The post-holder will need to be a self-starter who is comfortable working autonomously. They will need to be confident in challenging senior colleagues politely and driving forward initiatives across the department.  They will manage a small team, and be responsible for ensuring a high level of service is provided to the Permanent Secretary and SLT. 



      Main objectives of the opportunity

	Your roles and responsibilities will include but are not limited to:
· Smooth and efficient running of the Permanent Secretary’s office. Line management responsibility for the Executive Support Team, ensuring all staff are managed effectively and that they work as one team, delivering a high level of service.

· Act as an effective bridge between the Permanent Secretary and the rest of the department. Record and disseminated the Permanent Secretary’s views in a timely and accurate manner, ensuring actions are follow-up on.

· Provide strategic advice to the Permanent Secretary, ensuring their views are reflected in submissions to Ministers. Work with Directors and Deputy Directors on the provision of advice and identify interlinkages to support joined up thinking. 

· Ensure that the Permanent Secretary’s engagement with key stakeholders supports the broader engagement strategy of the Department in support of our core objectives.

· Work across the department and Private Office Group in a leadership role and represent the Permanent Secretary’s views with credibility.

· Support the Permanent Secretary in embedding project working across the department. Coordinate responses to strategic issues when needed.  

· Develop close working relationships with colleagues across Whitehall working on Northern Ireland issues, including the Cabinet Secretary’s office. Support the Permanent Secretary in meeting their Accounting Officer responsibilities, commissioning advice on issues when required


3.  Skills requirements

       What qualities, skills and experience is required from the individual

	We are seeking an individual who is a self-starter who is comfortable working autonomously. You will need to be confident in challenging senior colleagues politely and driving forward initiatives across the department.  You will manage a small team, and be responsible for ensuring a high level of service is provided to the Permanent Secretary and SLT. 
We are seeking an individual who can demonstrate the following essential skills and criteria:
· Exceptional interpersonal and management skills with the ability to provide inclusive leadership across a geographically dispersed team.

· Proven experience of working effectively with senior officials, with a strong ability to influence at all levels, and to work collaboratively to resolve difficult issues.

· Excellent organisational and prioritisation skills, with the ability to work effectively across a range of tasks and under pressure.

· Sound judgement, with an understanding of the political nuances of working with constitutional/devolution issues.

· The ability to think strategically and creatively, recognising where improvements can be made and implementing them.

· Ability to synthesise information quickly and effectively and identify the nub of the issue. 

The following behaviours are crucial for the role and are consistent with the competency framework for Grade 7.
· Communicating and Influencing

· Working Together

· Delivering at Pace



4.  Personnel: Please state below

         Who will the individual report to? 

	This role is based in the Permanent Secretary's office / Private Office group reporting to MaryJo McKeever, Principal Private Secretary to the Secretary of State for Northern Ireland. On a daily basis the individual will work to the NIO Permanent Secretary. 


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

	MaryJo McKeever, Principal Private Secretary to the Secretary of State for Northern Ireland


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

     individual and their organisation. 
	Benefits to the Individual
The individual will have the opportunity to support the NIO Permanent Secretary and Senior Leadership Team to deliver across all areas of NIO business as well as being a key interlocutor with other senior offices across UKG and the NICS. In addition the individual will be leading a small team within this role and will provide opportunities to work in a wide range of business areas, including: private secretary duties, analysis of information, communicating and networking across UKG, NICS and broader NI society and exposures to Ministers. 
The successful applicant will also gain transferable skills in planning, budget management, line management, networking with and providing advice to senior leaders. 
Benefits to the NIO  `

NIO will benefit from the provision of a key team member to support and enable the Permanent Secretary to discharge their role through the effective management of their office. 
Benefits to their Organisations
The returning candidate will have gained experience in leading a small office as well as supporting the Permanent Secretary to discharge their functions. They will have gained experience and developed key skills across a wide range of issues which they can transfer back to their organisation.



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: Ideally the successful candidate will need to be available to start immediately or within 30 days depending on security clearance.
Duration: Two years, with the possibility of an extension up to a further 3rd year, subject to agreement of all parties. The appointment will be subject to a six month trial period.
Location: Belfast or London (travel between the two locations will be required)
1 Horse Guards Road, London, SW1A 2HQ
and Erskine House, 20-32 Chichester Street, Belfast BT1 4G
Salary: London £58,847 - £66,670 and Belfast £54,358 - £61,585. Those taking this role on temporary promotion will be placed at the bottom of the scale. 
Selection: Candidates who successfully meet the essential criteria on the basis of the information provided will be invited to an informal interview where they will be able to discuss in more detail their skills and experience. Short-listed candidates will be invited to a fire-side discussion with the Permanent Secretary.
Security clearance: Security clearance to SC level will be required for this post.
Further information: It is envisaged that hybrid working will be possible in line with NIO policy and business need – this should be discussed with the recruiting manager ahead of accepting the role. 
Contact:  If you require any further information about the post, please contact maryjo.mckeever@nio.gov.uk who would be happy to answer any questions or provide further details on the role. 
Closing Date: Applications must be submitted by NOON on Friday 31 May 2024 2019 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

	Mary Jo McKeever & Clare Sloan (Head of People NIO)


Signed:

	15/05/2024


Date:
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Secondment – this role is being offered on lateral transfer and temporary promotion for the period of the secondment.
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