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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

	DoH is offering a secondment opportunity for a Staff Officer within the Health Protection Legislation Branch.
Structure of Emergency Resilience & Protecting Health Directorate 

Emergency Resilience and Protecting Health Directorate is currently part of the Social Care and Public Health Policy Group and is responsible for health protection policy and emergency planning, resilience, and response. This includes areas such as infectious diseases, co-ordination of the relationship with UKHSA, blood safety, emergency planning, pandemic preparedness, and emergency stockpile management. 
The Directorate is headed by a Grade 5 (Chris Matthews) and currently has five branches:

· Health Protection Legislation Branch;

· Health Protection Policy Branch;

· Stockpiling, Health Surveillance and Testing Branch;

· Pandemic Preparedness Branch;

· Emergency Planning Branch.
Role of Health Protection Legislation Branch (HPLB) 

The Health Protection Legislation Branch (HPLB) is responsible for developing the Department’s policy and legislative proposals for a Public Health Bill, and to introduce a draft Bill to the Northern Ireland Assembly, which will replace the current Public Health Act (Northern Ireland) 1967. 

The objectives of the Bill are:

· to update public health legislation to make it fit for purpose in order to better manage 21st century public health emergencies;

· to align with UK jurisdictions, where appropriate, and to better comply with WHO International Health Regulations, Human Rights, and Data Protection legislation; and 

· to widen the scope of current public health legislation to create permanent powers to enable NI to respond to public health scenarios on an ‘all-hazards’ basis. 

Organisational Position 

Health Protection Legislation Branch (HPLB) is part of Emergency Resilience & Protecting Health Directorate.  The unit is led by a Grade 7 and has a staffing complement of three Deputy Principals (DP) and two Staff Officers (including this post). 


Main objectives of the opportunity

	Main Duties and Responsibilities

The primary work of the Staff Officer within the Branch is to assist in the development, introduction and passage of a Public Health Bill in the Northern Ireland Assembly.  

These posts will include typical duties and responsibilities for the Staff Officer grade, and they will provide support to the three DPs and Grade 7 in the following areas:

· Support Ministers and Senior Officials – Provide advice and support to the Minister and senior officials including the preparation of briefing material and speaking notes required for Assembly debates and Committee appearances, Ministerial/ Permanent Secretary correspondence, and support at meetings and events.  

· Policy Development – Assist in the development of policy proposals, resulting in provision included in the Bill.  Assist with the analysis of the public consultation of the policy content underpinning the Bill. Assist in the preparation of the consultation response document.  

· Stakeholder Engagement – Represent the Department at meetings, working groups, workshops etc.  Establish and maintain effective working relationships with stakeholders in the Department, other NI government departments, the Departmental Solicitor’s Office, the Office of Legislative Council (OLC), the Attorney General’s Office, the Public Health Agency, other UK and ROI Departmental Health Protection policy teams and public health agencies, and other key organisations with a role in health protection.
· Office of Legislative Council (OLC) – Assist with the drafting of instructions to the Office of the Legislative Council and scrutiny of draft clauses for inclusion in the Bill. 

· Secretariat – Assist with the secretariat function supporting the Project Steering Group and other reference groups which may be set up.

· Implementation Costs - Contribute to the business case associated with the implementation costs of the Bill.
· Implementation of the Bill - Upon Royal Assent, the Bill Team will be responsible for the preparation of any subordinate legislation for which the Bill makes provision.

The above duties are intended to indicate the broad range of responsibilities and requirements of the post.  It is not an exhaustive list, and the post holder may be required to carry out other duties as directed by the Head of Branch/ Directorate according to business need in line with Ministerial priorities. 

Line Management and staffing responsibilities
The post holders will report to one of the three DPs within the Branch.  The roles do not currently involve direct line management responsibilities, although this may change.  

Additional Requirements

This is a temporary full-time post. Part time working cannot be facilitated for this role, although applications for a job share working pattern may be considered.



3.  Skills requirements

What qualities, skills and experience are required from the individual

	Applicants should be able to demonstrate the following qualities: 

· The ability to collate, analyse, assess, evaluate, and present information to inform effective policy development. 

· Good briefing and literacy skills – The ability to draft clear and succinct policy papers, reports, submissions, and briefings, based on evidence/ research; and to provide informed options/ proposals as required and often on complex areas of work within tight timeframes. 

· Communication and influencing skills – The ability to demonstrate highly effective presentation, oral and written communication skills capable of influencing and persuading a wide range of internal and external stakeholders. The ability to build rapport and engage with internal and external stakeholders. 

· Resilience – The ability to adapt to changing circumstances and adverse situations whilst remaining calm and maintaining performance. 
· The ability to be organised and apply techniques to ensure successful delivery of agreed outcomes and plan and manage workstreams. 
· Stakeholder engagement – The ability to establish and develop productive working relationships with internal and external stakeholders; and to influence change and handle/ respond to differing views/ opinions with professionalism and diplomacy. 
· Ability to work independently as well as in a team – The ability to lead, manage, plan, and organize work pro-actively within own area; and the ability to work as a team member to contribute to the development and delivery of team objectives. Supporting team members with other work areas as required.
· Administration – Coordinate and provide administrative support to regular meetings of the various Steering and Working groups. Able to analyse and evaluate problems logically and quickly and make sound decisions / recommendations. Able to analyse data and use spreadsheets. Confident with use of MS Office applications Word, Excel, PowerPoint, and Outlook.



4.  Personnel: Please state below

Who will the individual report to? 

	Heather Smyth, Deputy Principle, Health Protection Legislation Branch, Emergency Resilience & Protecting Health Directorate (EHRPHD)



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

	The Health Protection Legislation Branch is seeking to modernise NI’s current public health legislation, the Public Health Act (Northern Ireland) 1967. 
There will be significant opportunity to build networks with teams across the Department of Health and wider government departments in NI and in doing so the individual will build knowledge on the processes and procedures involved in working in Ministerial Departments. 
This knowledge transfer will be beneficial on return to the parent organisation.
This opportunity will benefit the postholder as they will receive training and experience in developing important government policy and legislation. 
This post offers the applicant the opportunity to develop the full range of competencies at this level i.e. Setting Direction, Managing a Quality Service, Delivering at Pace, Collaborating and Partnering, Communication/Leadership, Making Effective Decisions, Delivering Value for Money etc. 




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: Estimated – on or before 15 September 2025
Duration: One year
Location: D3, Castle Buildings, Stormont Estate, Belfast, Antrim BT4 3SQ
Resources: Laptop/docking station for home working and any other required resources may be provided if required. The team operates on a hybrid working system with a minimum of two days/40% of working hours per week office based. There is a desk booking system for desk use in DoH.
Funding: DoH will meet salary and associated expenses. The salary scale for a Staff Officer is currently £37,694 - £38,990
.
Further information: 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 would be expected to take place between 12 – 15 August 2025. 
Closing Date: Applications* must be submitted by 5.00pm on Friday 8 August 2025 to:   interchangesecretariat@finance-ni.gov.uk 
* This opportunity is not open to NICS staff


7.  Endorsement

     Interchange Manager

	Heather Smyth


Signed:

	11/07/25


Date:



Department of Health NI (DOH NI)
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Post of Staff Officer (SO) – One year secondment with potential to extend if appropriate and agreed.
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