
NI INTERCHANGE SCHEME


Ref: I/C 16/25

Hosting Proforma


    Name of Host  

    Organisation

1.  Interchange Manager’s details


             Name

     Organisation/

        Department


              Address

         Telephone                                               

             Number

               

               E-mail

Type of Opportunity

2.  Details of hosting opportunity

      Description of opportunity

	The opportunity will be for an EO or equivalent, on a fixed term contract or loan for a period of two years with a possibility for extension, to work for the Independent Reporting Commission as a Finance and Administrative Officer.  

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.
The post holder will receive the following benefits

· Access to learning and development

· A working environment that supports a range of flexible working options to enhance your work life balance

· A working culture which encourages inclusion and diversity

· 25 days annual leave, increasing to 30 days after five years service.

· Public Holidays

· Season Ticket Advance


      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 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, including contract management, tracking team activities and actions from meetings, providing general office admin support. 

· Management and day-to-day running of the UK Joint Secretary’s diary and programme.

· Other ad hoc tasks as required.


3.  Skills requirements

       What qualities, skills and experience is required from the individual

	This role requires National Security Vetting given the access to sensitive information afforded to the job role. You can find more information by reviewing the following links. 

United Kingdom Security Vetting: Applicant - GOV.UK (www.gov.uk)
The vetting charter - GOV.UK (www.gov.uk)
In addition, there is a minimum UK residency requirement set by the Cabinet Office which is dependent on the security level required for the role.

This role requires SC and to be eligible to apply for this role you should have been present in the UK continuously for the past 5 years.

ESSENTIAL CRITERIA:

The post-holder will be able to demonstrate:
· Strong organisational skills and the ability to manage your workload effectively,
· Some Experience of managing a budget, and records management, and a strong willingness to develop further skills in finance and records management. Training will be provided to support your development in these areas. 
· Strong interpersonal skills and the ability to communicate with a range of internal and external stakeholders. We are looking for candidates who are eager to develop their communication and relationship-building skills. 
· Basic proficiency in IT applications (such as Microsoft Excel, Outlook and Word) and a willingness to become proficient  in additional software and systems as needed. Training will be provided as required. 

DESIRABLE CRITERIA:
An understanding of the NI political landscape and devolution settlement.



4.  Personnel: Please state below

         Who will the individual report to? 

	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/loan or Fixed Term Appointment and possibility for extension. 
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 23:55hrs on Thursday 20th March 2025 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:

	Dianne Wilson


Date:
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