
NI INTERCHANGE SCHEME


Ref: I/C 64/24

Hosting Proforma


    Name of Host  

    Organisation

1.  Interchange Manager’s details


             Name

     Organisation/

        Department


              Address

         Telephone                                               Email:
             Number

               

               E-mail

Type of Opportunity

2.  Details of hosting opportunity

      Description of opportunity

	The Northern Ireland Office is offering a secondment opportunity to work in the 

Secretariat for the Office of the Civil Service Commissioners’(OCSC) Office in

Erskine House, Belfast. Hybrid working arrangements apply. This is a full time post.
As men are currently underrepresented in the OCSC, applications from males would be particularly welcomed. 

Please note, all applications will be considered strictly on merit. 

The Civil Service Commissioners have a statutory duty to regulate recruitment to the NICS to ensure that appointments are made on merit on the basis of fair and open competition. The Secretariat is a small team of 4 staff whose primary role is to provide a high-quality effective support service to the Commissioners. This involves:
· supporting Commissioners to fulfil their regulatory duties, including their audit responsibilities; 

· supporting Commissioners to engage with the NICS and other bodies; 

· ensuring that Commissioners fulfil all of their corporate governance responsibilities to the NIO and equality duties; 

· developing and providing policy advice.
For more information about Commissioners’ work please visit their website: http://www.nicscommissioners.org 

This posting is expected to start in January 2025, subject to negotiation and security clearance.




      Main objectives of the opportunity

	The main duties of the post will include:
· Maintain records in accordance with policy and procedure including the Retention and Disposal policy. Keep overarching records database complete and up to date;

· Local information management;

· Manage shared email accounts and respond/escalate accordingly;

· Provide advice to internal/external stakeholders as and when required/appropriate;

· Provide secretariat support to the Commissioners including co-ordination of the Commissioners' meetings, which includes making room bookings, taking minutes and following up actions emerging from the meetings as necessary ;

· Respond to/escalate FOIs;

· Assist in the preparation of case work and papers for Commissioners' consideration;

· Provide support on audit projects as required, including the Article 6 approval process, which may involve liaising with the NICS and examining recruitment policies and procedures ;

· Assist SO with finance duties;

· Assist in the management of the Commissioners' business planning process including preparation of in-year progress reports on performance against targets;

· Contribute to the development and publication of the Commissioners’ Annual Report including preparation of an initial draft as necessary; implementing the communications strategy for the Annual Report; and managing the tender process to facilitate publication of the Report;

· Contribute to the running of the Commissioners’ website and social media accounts; arranging publication of documents to the website as necessary; liaising with web host organisation and arranging any training or web updates as required.




3.  Skills requirements

       What qualities, skills and experience is required from the individual

	The candidate will need to demonstrate the following in the application and 

interview:
The personal competencies required are consistent with the competency framework for the NICS EO grade. For this post the candidate will be expected to demonstrate the following key competences by providing examples: 

Delivering Value for Money 

· Manage information and financial data so that it is accurate, easily located and reusable. 

· Monitor resources against plans and budget, identify and flag up variances.

Making Effective Decisions 

· Examine complex information and obtain further information to make accurate decisions.

· Monitor the storage of critical data and customer information to support decision making and conduct regular reviews to ensure it is stored accurately, confidentially and responsibly.
Managing a Quality Service
· Work with team to set priorities, create clear plans and manage all work to meet the needs of the customer and the business.
· Promote adherence to relevant policies, procedures, regulations and legislation, including equality, diversity and health and safety. 
Delivering at Pace 

· Take ownership of problems in their own area of responsibility.

· Set and achieve challenging goals and monitor quality.


4.  Personnel: Please state below

         Who will the individual report to? 

	Dawn Molloy, Staff Officer, Office of the Civil Service Commissioners for Northern Ireland



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

	Dawn Molloy, Staff Officer, Office of the Civil Service Commissioners 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 statutory role of the Civil Service Commissioners to uphold the principle that selection for appointment to posts in the NICS should be on merit on the basis of fair and open competition (known as the Merit Principle). Working in a small team this role will provide opportunities to work in a wide range of business areas, including: secretariat duties, analysis of information, management and monitoring of budgets, supporting the OCSC to fulfil its audit function, preparation of discussion papers to inform Commissioners’ decision-making in relation to NICS recruitment issues; managing and drafting responses to correspondence; and communicating and networking with senior management in the NICS and key stakeholders. 
Benefits to the OCSC`

OCSC will benefit from the provision of a key team member to support and enable Commissioners to discharge their statutory role in performing regulatory functions in relation to recruitment in the NICS.

Benefits to their Organisations

The returning candidate will have gained experience in supporting Commissioners to discharge their statutory 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: This posting is expected to start in January 2025, subject to negotiation and security clearance.
Duration: Three years, with the possibility of an extension up to a further 2 years, subject to agreement of all parties. The appointment will be subject to a six month trial period.
Location: Erskine House, 20-32 Chichester Street, Belfast, BT1 4GF - Hybrid working arrangements apply. This is a full-time post.

Salary Scale: OCSC will meet salary and associated expenses on a full cost recover basis. The successful candidate will be appointed on their existing salary. If the successful candidate is currently working at a salary below the minimum of the salary scale then the successful candidate will move onto the lowest scale point. OCSC will pay the salary costs to the home department/organisation on a full cost recovery basis. The salary scale is £27,897 - £31,352.
Selection: A paper sift will be used to determine the most suitable applicants to be invited to interview for the post. It is important that all applicants indicate how, and to what extent they meet the experience, skills and qualities above. Interviews are likely to be held w/c 25 November 2024.


Security clearance: The successful candidate must have Security clearance to CTC level or be willing to obtain it.
Contact:  If you require any further information about the post, please contact Amanda Martin, Secretary, 028 9052 3577. 
Closing Date: Applications must be submitted by 5.00pm on Friday 15 November 2024 to: 

For NI Civil Service departmental staff only: secondments@hrconnect.nigov.net  


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




7.  Endorsement

     Interchange Manager

	Amanda Martin


Signed:

	30/10/2024


Date:



Office of the Civil Service Commissioners for Northern Ireland, NIO
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Executive Officer, Office of the Civil Service Commissioners, full time


Secondment – three years with the possibility of an extension of up to a further two years, subject to the agreement of all parties. The appointment will be subject to a six month trial period.
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