
NI INTERCHANGE SCHEME


Ref: I/C 69/24

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

	Casework Support Officer 

Keeping people safe from Northern Ireland Related Terrorism (NIRT) is one of the UK Government’s strategic aims and the Security & Protection Group (SPG) in the NIO delivers this through core teams working on: Policy, Operational Delivery, Casework and Protection, and Community Engagement.

We pride ourselves on delivering high-quality work on issues that matter, at pace and often in challenging circumstances. All SPG colleagues have an anchor within one of the core teams, allowing them to build specialist knowledge, expertise and relationships.

You will work closely with other team members in Belfast and London to support the work of the Casework and Protection team. You will have a broad portfolio, supporting the team in delivery of home protection, firearms appeals, explosive precursor licencing, compensation claims, and more.

Key within this role will be engagement with the public, and representing the NIO. You will assist in running the home protection maintenance line, and ensure issues raised by clients are correctly understood and logged, and passed to either a caseworker or our contractor. Good communication and relationship management skills will be essential. You will also be involved in the administration of invoices connected to home protection.

Another key area of this role will be the administration of the NIO’s Explosive Precursor licencing scheme and Firearms Appeal regime. You will monitor and log any incoming requests, gather relevant information from security partners, address any requests for updates, support caseworkers, issue licences, and ensure the smooth running of both schemes.

You will be articulate, discreet and thoughtful in your approach, quick to pick up new subjects and proactive in all your dealings. In this busy and varied area of work, you will have a high level of responsibility and autonomy, so good judgement is essential.

You will be an enthusiastic, self-starting and committed person with strong interpersonal skills, accustomed to building productive relationships. You have an eye for detail and will be accustomed to being agile and able to anticipate and respond quickly to new challenges. The ability to prioritise competing tasks will be essential, as is the ability to work at pace.


      Main objectives of the opportunity

	The main responsibilities of the role include but are not limited to:

· Covering the HPS maintenance line, dealing with the public, logging issues, and passing on for resolution.

· Administration of invoices for the home protection scheme.

· Administration of firearms appeals.

· Administration of explosive precursor licencing, progression of applications, and the issuing of licences.


3.  Skills requirements

       What qualities, skills and experience is required from the individual

	ESSENTIAL CRITERIA:

· The ability to develop and maintain effective responsive relationships with colleagues, customers and stakeholders, and to use your interpersonal skills to achieve results.

· Strong organisational skills, able to oversee the administration of schemes to ensure they are able to deliver efficiently.

· Ability to self-organise, prioritise and pay close attention to detail.

· You should have, or be willing to get, Security Check (SC) clearance.

DESIRABLE CRITERIA:

· An understanding of the political and security environment in Northern Ireland.

· Experience of financial administration, including paying invoices and AccountNI.

· Experience of a customer facing role, in particular members of the public.


4.  Personnel: Please state below

         Who will the individual report to? 

	This role is based in the Northern Ireland Office and will report to Chloe Hall, SPG Caseworker.


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

	As above.


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

     individual and their organisation. 
	The NIO will benefit from new skills, experience and fresh thinking that the individual will bring to the role, as well as ensuring an important role is filled. The individual will develop a range of skills and benefit from a diverse workload and working environment, 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: Ideally the successful candidate will need to be available to start immediately or within 30 days depending on security clearance.
Duration: 10 months
Location: Erskine House, 20-32 Chichester Street, Belfast (some wfh available)
Salary: NIO will meet salary and associated costs and the salary range is £28,312 - £30,011. Should the successful candidate be from the NICS they will transfer at their current EO1 salary.

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. 

Security clearance: Security clearance to SC level will be required for this post and the successful candidate must be willing to obtain it (NIO will facilitate this).

Further information:  The NIO offers a pleasant, modern hybrid working environment that allows consideration of a range of flexible working arrangements that support a good work/ life balance. 

Contact: For further information, contact chloe.hall@nio.gov.uk
To apply: Please complete the candidate proforma, demonstrating how your skills and experience meets the tasks and responsibilities in this job description.

Candidates who successfully meet the 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. 
Closing Date: Applications must be submitted by 5.00pm on Friday 13 December   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

	Nick Bass


Signed:

	26/11/2024


Date:



Northern Ireland Office























Nicholas Bass





Northern Ireland Office





Erskine House, 20-32 Chichester Street, Belfast BT1 4G
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nick.bass@nio.gov.uk








Secondment – this role is being offered on lateral transfer for the period of the secondment.
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