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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

	Status of the post:
The opportunity is available on a full time (37 hours per week) or part time basis (minimum 0.6 FTE). SIB encourages flexible working and hybrid working is in place. 
HR team structure:

The HR Manager has two existing direct reports: the Deputy HR Manager and HR Assistant and the HR Officer post is a newly created opportunity. 
Purpose of the role:
SIB’s HR team works in partnership with managers, teams and colleagues across the organisation. We have a collegiate approach to all that we do. We provide HR support and advice to the Chief Executive, managers and employees during the full employment lifecycle.  A key element of the role is to support recruitment and selection processes at all stages, including participating in selection panels. 


      Main objectives of the opportunity

	Specific Duties:

1. Contribute to the research, development, implementation and review of HR policies and procedures.

2. Provide support on HR mailboxes dealing with employee and manager queries, escalating as required.

3. Provide professional advice and support to managers and staff across SIB on all aspects of HR policy and good practice, taking into account current legislation, case law and relevant Codes of Practice.

4. Advise managers on, and contribute to, the timely and effective recruitment and selection of new staff, including the development of job descriptions/person specifications and involvement in all stages of recruitment and selection processes.

5. Compose written documentation for a range of audiences, such as completion of statutory returns (e.g., annual monitoring return), reports for senior management (both recurrent and ad hoc), information for issue to all staff (e.g., procedural guidance on HR policy or practice).

6. Liaise with external bodies on behalf of SIB, e.g., occupational health providers, pension administrators, Departmental representatives participating on selection panels.

7. Prepare accurate and timely business case and HR governance documentation as required e.g., in relation to new staffing requirements, purchase of specialist services etc. 

8. Contribute to specific HR projects and workstreams, such as the implementation and roll-out of a new HR system.

9. Advise and support managers in the handling of employee relations issues such as grievances, discipline, capability/ performance management.

10. Work with colleagues in Finance to collate and assist in the development of papers for SIB’s Investment Committee. 

11. In conjunction with relevant colleagues, further develop SIB’s health and safety policy and compliance in line with best practice. 

12. Contribute to the development and delivery of in-house training.

13. Contribute to the promotion of equality of opportunity across the business and ensuring compliance with all equality obligations.


3.  Skills requirements

       What qualities, skills and experience is required from the individual

	Essential Criteria

Candidates must possess:

1. Hold or currently working towards Associate or Chartered Membership of the CIPD.
2.  A minimum of 3 years’ working in a generalist HR role to include regularly providing professional HR advice to managers and staff on a wide range of HR policy and practice.
3. Good working knowledge of current employment law in Northern Ireland and its practical application in the workplace.
4. Experience of recruitment and selection processes for posts at all levels (including senior roles), including drafting job descriptions and person specifications, acting as a panel member on selection panels and processing job offers. 
5. Experience of preparing written reports on a range of HR topics.
6.  Experience of reviewing, developing and drafting HR policies.
7.  Experience of advising and assisting managers in the effective handling and resolution of employee relations issues, such as disciplinary matters, grievances, conduct, capability, performance management - maintaining confidentially and exercising discretion through such processes.
8. Excellent organisation skills, including demonstrable ability to work efficiently and effectively in a busy environment with multiple deadlines.
9. Excellent oral and written communication skills, including demonstrable ability in dealing constructively with complex and sensitive HR matters.
10.  Demonstrable proficiency in the use of the MS Office suite.

Desirable Criteria

Preference may be given to candidates who possess: 

1. At least 1 years’ experience of working in a professional HR role in the public sector.
2.  Experience of using a HR database system.



4.  Personnel: Please state below

         Who will the individual report to? 

	HR Manager


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

	HR Manager


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

     individual and their organisation. 
	SIB will benefit from new skills and experiences this individual will bring to SIB’s HR department. This is an excellent opportunity for a HR professional to gain further experience working in a non-departmental public body at an exciting time for the organisation. The post holder will benefit from autonomous developmental experience in an established and supportive HR team. 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: Post is immediately available 
Duration: 1 year secondment, with the possibility of extension
Location: SIB head office, The Kelvin, 17-25 College Square East, Belfast. 
SIB has a hybrid working place in place. 
Salary: Salary and associated costs will be paid by SIB for the duration of the opportunity.  As this is a development opportunity, the successful candidate will normally transfer on their existing salary. 
Further information: Further information can be obtained by contacting SIB’s HR department by email to sibhr@sibni.org to arrange an informal and confidential telephone conversation with the HR Manager or Deputy HR Manager. 
Closing Date: Applications must be submitted by 5.00pm on Friday 02 August 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

	A Hastings, Deputy HR Manager


Signed:

	17/07/2024


Date:



The Strategic Investment Board (SIB)























Ursula Doherty, HR Manager





SIB, HR Department





The Kelvin


17-25 College Square East


Belfast


BT1 6DH








N/A





07887 808480








sibhr@sibni.org








Secondment to the post of HR Officer – 1 year with the possibility of an extension, subject to the approval and agreement of all parties. 
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