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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

	The Independent Reporting Commission is seeking expressions of interest for a 2 year period for an EO1, Band D post: Finance and Administration Manager.  

This post is Belfast based, in Erskine House (Chichester Street, Belfast).
The postholder’s responsibilities will include ensuring that the finance and resources of the Commission continue to be effectively managed, the Commission’s corporate governance arrangements are up to date, co-ordinating the publication and launch of Reports, and ensuring that all logistical arrangements are in place to facilitate monthly Commission meetings.  The postholder may also be invited to attend some Commission meetings, giving them greater insight into the thinking of the Commissioners and the breadth of work being undertaken by the community and voluntary sector, law enforcement agencies, and across Government.




      Main objectives of the opportunity

	The main duties of the role include (but are not limited to):

· Management of finance and resources including liaising and working with accountants and internal and external auditors; budget profiling, planning and oversight; and processing of invoices and Commissioner fees, travel and subsistence

· Management of the Commissioners’ programmes, assisting in organising stakeholder engagement, arranging meetings as required, and acting as a liaison point for stakeholders  

· Ensuring that travel and accommodation (including meeting venues), as required, are arranged in good time.  This will include ensuring that value for money is achieved, and documented

· Managing the Commission’s information and arrangements for records management 

· Management of the Commission’s mailbox, prioritising urgent messages and ensuring deadlines for responses are met 

· Tracking team activities and agreed actions from meetings

· Leading arrangements for publication of the Commission’s reports, including viewing and booking venues, liaison with stakeholders, and working closely with the IRC’s media adviser

· General secretariat support duties, which may include contract management

· Management and day-to-day running of  the UK Joint Secretary’s diary and programme, including logistics and ensuring the diary takes account of the Commissioners’ diaries

· Providing general office administration and support, including printings papers for meetings

· Other ad hoc tasks as required.



3.  Skills requirements

       What qualities, skills and experience is required from the individual

	The postholder must have existing CTC clearance and be willing to undergo or already have SC Clearance. Further information about vetting please visit: https://www.gov.uk/government/organisations/united-kingdom-security-vetting
ESSENTIAL CRITERIA:

The post-holder will be able to demonstrate:

· Excellent planning and organisational skills

· Experience of finance administration and records management

· Excellent interpersonal skills and the ability to engage with a range of internal and external stakeholders,

· Ability to use their initiative and work with minimal supervision, managing competing priorities

· Experience of using business IT applications such as Word, Outlook and Excel (or equivalents).

DESIRABLE CRITERIA:

· Experience of using CM9 or similar records management software

· Experience of using Account NI or other similar financial management software

· Experience of using project management skills and techniques to manage administration.


4.  Personnel: Please state below

         Who will the individual report to? 

	Band A/ Grade 7 UK Deputy Joint Secretary 


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

	Band A / Grade 7 UK Deputy Joint Secretary 



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

     individual and their organisation. 
	The IRC will benefit from the skills, experience and fresh thinking that the individual can bring to this role. This is a unique opportunity to work within an internationally established independent Arms’ Length Body which is contributing to the overall effort to end paramilitary activity in Northern Ireland and to influence the steps being taken across the statutory sector to address the impact of paramilitarism on communities.  This is also an exciting opportunity to work in a very important cross-cutting area and to have exposure to a range of fascinating issues and stakeholders.  The successful candidate’s organisation will benefit from the postholder learning and developing in a new setting, learning new processes and systems, and operating in an arm’s length body.  



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 possible
Duration: 2 year secondment 
Location: Erskine House, Chichester Street, Belfast
Funding: salary and associated costs will be paid by the IRC for the duration of the opportunity.  
Further information: please contact Dianne.wilson@ircommission.org 
Closing Date: Applications must be submitted by 5.00pm on Friday 30 August 2024 to: 

For NI Civil Service departmental staff only: - 

secondments@hrconnect.nigov.net  


For staff from all other Member organisations: interchangesecretariat@finance-ni.gov.uk 



7.  Endorsement

     Interchange Manager

	Dianne Wilson


Signed:

	08 August 2024
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Independent Reporting Commission


Following the Fresh Start Agreement in 2015, the Independent Reporting Commission (IRC) was established by an international treaty between the UK Government and the Government of Ireland to monitor progress on tackling paramilitary activity in Northern Ireland.


Made up of four Commissioners, two nominated by the Northern Ireland Executive, and one each by the Government of Ireland and the UK Government, the IRC carries out its functions with a view to supporting long term peace and stability in society and stable and inclusive devolved Government in Northern Ireland, and promoting progress towards ending paramilitary activity connected with Northern Ireland.


The IRC consults a wide range of stakeholders including statutory agencies, law enforcement and civic society and reports annually on progress towards ending paramilitary activity connected with Northern Ireland and on the implementation of relevant measures of the UK Government, the Government of Ireland, and the Northern Ireland Executive.


The Commission has four Commissioners and a small joint Secretariat which comprises UK and Irish Secretaries and support staff.  The UK Secretariat comprises three members of staff:  a Joint Secretary (Grade 5), a deputy Joint Secretary (Band A) and the Finance and Administration manager (Band D equivalent).  The UK Secretariat, which is currently based in Erskine House plays a key role in supporting the Commissioners to deliver their statutory functions.  





The successful candidate will be the Finance and Administration Manager within the Secretariat and will report to a Grade 7/Band A.   
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