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    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

	Temporary opportunity for the post of 
Seamus Heaney HomePlace Manager 
This post is within the Communities & Place Directorate, in the Development Department of MUDC.
A full Job Description for this opportunity is at Annex A. 


      Main objectives of the opportunity

	Purpose and Function of the post:
To manage the daily operations of the Seamus Heaney Centre, ensuring that all service areas meet the standards required to create and maintain an internationally renowned arts and cultural venue and a world class visitor attraction.

To lead the development of the Seamus Heaney Centre through a programme of events and activities that promote the centre, its exhibitions and collections in order to maximise visitor numbers.

To build and develop relationships with a wide range of stakeholders, locally, nationally and internationally to ensure the long term sustainability of the centre and its programmes.

Key Responsibilities for the postholder:

Centre Management

1. To lead, manage and motivate staff in the provision of an authentic world class visitor experience with exceptional levels of service and customer care.

2. To manage the centre, its exhibition, literary collection, artifacts, and performance space, ensuring the smooth running of all aspects of the visitor experience.

3. To manage all staff employed at the Seamus Heaney Centre ensuring that they are aware of and work towards the achievement and implementation of the aims and objectives of the centre within agreed policies and operational procedures.

4. To assist in the preparation of annual budgets, managing expenditure and income in line with budget, ensuring accountability and good governance, including financial management of creditors and debtors.

5. To Procure and manage a range of contracts and concessions ensuring compliance with procurement policy, sourcing appropriate merchandise for sale as required.
6. To manage and ensure compliance with all license agreements associated with the centre. 

7. To be responsible for the security and maintenance of all centre equipment, fixtures and fittings and to be responsible for ensuring all maintenance and repairs, preventative and reactive works/contracts are kept up to date.
8. To ensure all health and safety policies, procedures and risk assessments are developed maintained and adhered to by staff and visitors.
Centre Development and Promotion

9. To prepare, implement and monitor business strategies and plans for the centre, including audience development, to enhance the visitor experience and maximise visitor numbers.

10. To work with the Marketing and Communications team, to market and promote the centre and its programme of activities to a wide range of customers, users and visitors, positioning the Centre as a significant national and international visitor attraction and resource dedicated to the life and work of Seamus Heaney.

11. To research, develop and implement an annual programme of activity, to include events, the performance space, an education programme and community outreach.

12. To lead in the submission of a broad range of applications to external funding bodies to support the ongoing development and enhancement of the Seamus Heaney Centre.  

13. To liaise with the private sector to compliment and develop tour provision with a view to maximising visitors to the centre and to the council area.

Stakeholder Engagement

14. To develop and maintain effective working relationships internally and externally, nationally and internationally in the management, development and promotion of the centre, its events and activities.

15. To work collaboratively with complementary centres, activities and events in other areas to ensure best practice and delivery of shared objectives.

16. To liaise with users groups regarding centre usage and scheduling of events, ensuring information is disseminated to staff and requirements of user groups are co-ordinated.

General

17. Assist with staff recruitment and selection, induction, training and development programmes for those employed at and associated with the centre, in accordance with council policy and procedures.

18. To prepare such reports as may be required on the operation of the centre’s activities to senior management, Council and other stakeholders.

19. To manage employee related matters in liaison with Human Resources, Trade Unions and other Council officers.
20. To oversee compliance with MUDC policies, Codes of Practise and Standard Operating Procedures across all reporting services including: Health & Safety, Equal Opportunities, Procurement and the Code of Conduct for local government employees.

21. To undertake any other duties as may from time to time be assigned.




3.  Skills requirements

       What qualities, skills and experience is required from the individual

	Person Specification

1.
Qualifications and Experience

1.1 Qualifications

A third level qualification in a relevant subject.
1.2 Experience - Essential

Applicants must provide specific and personal examples of having at least 2years’ post qualification relevant experience in the following areas

(a) Operations and facility management in a customer facing environment.

(b)Experience of procurement and managing financial budgets relevant to service delivery and providing periodic report returns. 

(c)Leading and managing staff and different operational teams.

(d)Leading and developing programmes/projects with significant budget.

(e)Strong interpersonal and communication skills with a track record of building relationships internally and externally, within the delivery of a service or function. 

OR

For candidates who do not meet the essential qualifications requirements as outlined in 1.1 above:

Applicants must have a minimum 5 GCSE’s (Grades A-C) or equivalent including English Language and a numeracy based subject and

Applicants must demonstrate by way of specific and personal examples five years’ experience for (a) to (e) above. 

1.3 Experience – Desirable

Desirable: Applicants must provide specific and personal examples of having experience of 
· The development, writing and submission of grant/funding proposals.


4.  Personnel: Please state below

         Who will the individual report to? 

	Assistant Director, Development



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

	As above; Assistant Director, Development



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

     individual and their organisation. 
	Mid Ulster District Council will benefit from new skills, experience and fresh thinking that the individual will bring to the role.  The individual will develop a range of skills and benefit from a diverse workload and working environment, at a strategic level, which will all contribute their own personal development. The skills and experience gained will be readily transferable to the individual’s 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: Start date as soon as possible 
Duration: Duration up to 31 March 2025 (subject to possible extension) 
Location: Based at Seamus Heaney HomePlace,  Bellaghy                                          (may be required to work across other council sites on occasions)

Applicants must possess a full, current driving licence which enables them to drive in Northern Ireland and a vehicle available for official business or have access to a form of transport which enables them to meet the requirements of the post in full. ( Please be advised that this alternative is a “reasonable adjustment” specifically for applicants with disabilities who, as a result of their disability, are unable to hold a full, current driving licence)

Salary:  PO6 Pts 42-45 £50,512 - £53,630 gross pa
Funding: Mid Ulster District Council will meet salary and associated expenses.
Further information: 37 hours per week, Monday – Friday 9 am – 5 pm

(will include evening, bank holiday and weekend work)

Flexible Working Scheme applicable

Closing Date: Applications must be submitted by 5.00pm on Thursday 25 July 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
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Signed:

	9 July 2024


Date:



Annex A

	JOB DESCRIPTION


	


	Job Title:    Manager, Seamus Heaney      

                  HomePlace

 
 
	Salary: PO6 Pts 42-45 £50,512 - £53,630 gross pa 

	Directorate: Communities & Place
Department:  Development


	Reports to: Assistant Director, Development

	Location:     Based at Seamus Heaney HomePlace,  Bellaghy                                          (may be required to work across other council sites on occasions)

Duration: Temporary to 31 March 2025 (subject to extension) 
	Hours:          37 hours per week, Monday – Friday 9 am – 5 pm

(will include evening, bank holiday and weekend work)


Flexible Working Scheme applicable



	  
	


The Council may retain a list of reserve candidates arising from this recruitment campaign, for any vacancies which may arise which are the same or similar and are of an equal grade of pay. This list will be valid for the duration of this temporary position, up to a maximum of 12months. “Another similar vacancy” is defined as a post with a similar job description and person specification and on the same salary scale, which may be in a different department or duration to the vacancy initially advertised.  Another similar vacancy does not include posts where the similarity relates solely to the salary scale.  

Purpose and Function of Post

To manage the daily operations of the Seamus Heaney Centre, ensuring that all service areas meet the standards required to create and maintain an internationally renowned arts and cultural venue and a world class visitor attraction.

To lead the development of the Seamus Heaney Centre through a programme of events and activities that promote the centre, its exhibitions and collections in order to maximise visitor numbers.

To build and develop relationships with a wide range of stakeholders, locally, nationally and internationally to ensure the long term sustainability of the centre and its programmes.

Principal Duties and Tasks Performed: 

Centre Management

22. To lead, manage and motivate staff in the provision of an authentic world class visitor experience with exceptional levels of service and customer care.

23. To manage the centre, its exhibition, literary collection, artifacts, and performance space, ensuring the smooth running of all aspects of the visitor experience.

24. To manage all staff employed at the Seamus Heaney Centre ensuring that they are aware of and work towards the achievement and implementation of the aims and objectives of the centre within agreed policies and operational procedures.

25. To assist in the preparation of annual budgets, managing expenditure and income in line with budget, ensuring accountability and good governance, including financial management of creditors and debtors.

26. To Procure and manage a range of contracts and concessions ensuring compliance with procurement policy, sourcing appropriate merchandise for sale as required.
27. To manage and ensure compliance with all license agreements associated with the centre. 

28. To be responsible for the security and maintenance of all centre equipment, fixtures and fittings and to be responsible for ensuring all maintenance and repairs, preventative and reactive works/contracts are kept up to date.

29. To ensure all health and safety policies, procedures and risk assessments are developed maintained and adhered to by staff and visitors.
Centre Development and Promotion

30. To prepare, implement and monitor business strategies and plans for the centre, including audience development, to enhance the visitor experience and maximise visitor numbers.

31. To work with the Marketing and Communications team, to market and promote the centre and its programme of activities to a wide range of customers, users and visitors, positioning the Centre as a significant national and international visitor attraction and resource dedicated to the life and work of Seamus Heaney.

32. To research, develop and implement an annual programme of activity, to include events, the performance space, an education programme and community outreach.

33. To lead in the submission of a broad range of applications to external funding bodies to support the ongoing development and enhancement of the Seamus Heaney Centre.  

34. To liaise with the private sector to compliment and develop tour provision with a view to maximising visitors to the centre and to the council area.

Stakeholder Engagement

35. To develop and maintain effective working relationships internally and externally, nationally and internationally in the management, development and promotion of the centre, its events and activities.

36. To work collaboratively with complementary centres, activities and events in other areas to ensure best practice and delivery of shared objectives.

37. To liaise with users groups regarding centre usage and scheduling of events, ensuring information is disseminated to staff and requirements of user groups are co-ordinated.

General

38. Assist with staff recruitment and selection, induction, training and development programmes for those employed at and associated with the centre, in accordance with council policy and procedures.

39. To prepare such reports as may be required on the operation of the centre’s activities to senior management, Council and other stakeholders.

40. To manage employee related matters in liaison with Human Resources, Trade Unions and other Council officers.
41. To oversee compliance with MUDC policies, Codes of Practise and Standard Operating Procedures across all reporting services including: Health & Safety, Equal Opportunities, Procurement and the Code of Conduct for local government employees.

42. To undertake any other duties as may from time to time be assigned.

Person Specification

Qualifications

1.
Qualifications and Experience

1.4 Qualifications

A third level qualification in a relevant subject.
1.5 Experience - Essential

Applicants must provide specific and personal examples of having at least 2years’ post qualification relevant experience in the following areas

(a) Operations and facility management in a customer facing environment.

(b)Experience of procurement and managing financial budgets relevant to service delivery and providing periodic report returns. 

(c)Leading and managing staff and different operational teams.

(d)Leading and developing programmes/projects with significant budget.

(e)Strong interpersonal and communication skills with a track record of building relationships internally and externally, within the delivery of a service or function. 

OR

For candidates who do not meet the essential qualifications requirements as outlined in 1.1 above:

Applicants must have a minimum 5 GCSE’s (Grades A-C) or equivalent including English Language and a numeracy based subject and

Applicants must demonstrate by way of specific and personal examples five years’ experience for (a) to (e) above. 

1.6 Experience – Desirable

Desirable: Applicants must provide specific and personal examples of having experience of 
· The development, writing and submission of grant/funding proposals.
1.7 Applicants must possess a full, current driving licence, which enables them to drive in Northern Ireland and a vehicle available for official business, or have access to a form of transport, which enables them to meet the requirements of the post in full1.
1Please be advised that this alternative is a “reasonable adjustment” specifically for applicants with disabilities who, as a result of their disability, are unable to hold a full, current driving licence.
2.
Competencies

In accordance with the Competency Framework for Local Government1 applicants for this post must demonstrate the following competencies at Strategic Level:

2.1
Providing Leadership and Direction:

Managing Performance – sets clear, aligned, high standard performance goals and objectives for self, others and the organisation. 

2.2
Managing Yourself

Communicating with impact – presents a positive image by communicating effectively, being resilient and treating people fairly.

Managing your own work – plans, structures and prioritises own work to achieve optimum results.

2.3
Working with Others

Collaborating in a Political Environment – Develops and manages effective networks by establishing common ground.

Influencing Outcomes – Adapts style and approach to achieve effective outcome.

2.4
Moving Forward

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 within an environment of trust, mutual respect and co-operation.

Achieving Results – Takes personal responsibility for making things happen. Shows motivation and perseverance in overcoming obstacles and achieving results.

________________________

1 Further details on these competencies and their associated positive indicators can be found in the Competency Framework for Local Government at www.lgsc.org.uk. 
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Linda Carson





Mid Ulster District Council





c/o Human Resources Department, 


18 Killymeal Road, 


Dungannon, 


BT71 6LJ.











n/a





03000 132 132 








human.resources@midulstercouncil.org








Secondment (up to 31 March 2025 – subject to possible extension).
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