
NI INTERCHANGE SCHEME


Ref: I/C 25/25

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

	To provide admin support in the efficient and effective delivery of the main education and learning functions (Wellbeing, Lifeskills, Employability) within First Steps Women’s Centre. This is a 24-30 hour per week post usually over 4 days. 


      Main objectives of the opportunity

	Main Duties & Responsibilities

· To be a point of contact for participants, informing them about the programmes available at First Steps Women’s Centre.

· Respond to queries from participants to ensure barriers to participation are removed and eligibility requirements are addressed in a timely manner.

· Meet and greet potential participants.

· Assist in organising training rooms for course programmes.

· Assist in organising participant childcare, transport and counselling.

· Assist in the marketing (including Social Media, for example LinkedIn, Facebook, Instagram etc.).

· Assist with publicity events, annual general meetings, conferences and any other events or meetings relating to First Steps Women’s Centre.
· Any other reasonable duties which may be required.  




3.  Skills requirements

       What qualities, skills and experience is required from the individual

	Qualities:
· Empathy and Sensitivity: Ability to work respectfully and supportively with women from diverse and sometimes vulnerable backgrounds.

· Adaptability and Flexibility: Comfortable working in a small, dynamic team where tasks may vary daily.

· Discretion and Confidentiality: Respect for the sensitive nature of the Centre’s work and safeguarding requirements.

· Proactive Attitude: Willingness to take initiative, spot opportunities for improvements, and solve problems independently when needed.

· Commitment to Equality and Inclusion: Genuine belief in the Centre’s mission to empower women.



Skills:
· Administrative Competency:
· Proficient in standard office software (Word, Excel, Outlook, databases).

· Ability to manage files, prepare reports, take meeting minutes, and maintain organized records.

· Communication Skills:
· Clear, respectful written and verbal communication.

· Ability to liaise professionally with staff, service users, and external partners.

· Time Management and Prioritization:
· Ability to manage multiple tasks effectively and meet deadlines with minimal supervision.

· Attention to Detail:
· Accuracy in data entry, formatting documents, and handling important information.

· Teamwork:
· Able to collaborate with a small team, support events or projects, and be flexible with task assignments.



Experience:
· Essential Experience:
· Previous experience in an administrative, secretarial, or office support role (ideally 2+ years).

· Familiarity with handling sensitive or confidential information.

· Desirable Experience:
· Experience working in a charity, community, or voluntary sector organization.

· Knowledge of safeguarding principles (training could also be provided).

· Experience supporting funding applications, reports, or volunteer coordination (bonus but not essential).


4.  Personnel: Please state below

         Who will the individual report to? 

	Chief Executive 



5.  Transfer of learning
     Please give details of how the Opportunity will benefit your organisation, the individual and their organisation. 
	1. Skills Transfer:
· The secondee would apply existing administrative skills such as database management, minute-taking, organizing schedules, communication, and document handling to the new environment.

· They would also likely learn new administrative practices specific to the community/charity sector, which could then be brought back to their home organization.

2. Knowledge Transfer:
· They would gain knowledge about the workings of a community-based organization focused on women's support, including funding structures, safeguarding practices, client confidentiality, and social inclusion initiatives.

· They would deepen their understanding of different organizational cultures and governance structures.

3. Behavioural and Attitudinal Learning:
· Working with a socially-focused organization like First Steps might enhance softer skills such as empathy, cultural sensitivity, adaptability, and communication style suited to vulnerable or diverse groups.

· These behavioural changes could positively influence the secondee’s approach when they return to Interchange Ireland.

4. Process and Systems Learning:
· Exposure to potentially different IT systems (e.g., CRM software, funding report tools, volunteer management systems) and administrative processes could introduce new, more efficient methods that they could recommend or apply within Interchange Ireland.

5. Professional Development:
· The secondee would broaden their network, gain confidence operating in a new sector, and enhance their CV with practical experience of flexibility and collaboration across organizational boundaries.

6. Reverse Transfer (Knowledge Sharing on Return):
· Upon returning to Interchange Ireland, the secondee could share best practices learned from First Steps Women’s Centre, such as new ideas for service user engagement, efficient admin workflows, or inclusive communication strategies.




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: 1st July 2025
Duration:12 months
Location: First Steps Women’s Centre, Dungannon
Funding: The successful applicant’s current Employer will continue to meet salary costs
Further information:  Please contact Michael McGoldrick by email at: thewomenscentre@gmail.com 
Closing Date: Applications must be submitted by 5.00pm on Friday 30th May 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

	Michael McGoldrick


Signed:

	07 May 2025


Date:
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