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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

	This is a dynamic and challenging opportunity for a highly skilled, motivated and committed individual to work within Executive Information Service (EIS).  
EXECUTIVE INFORMATION SERVICE 
The EIS is an organisation within the Northern Ireland Civil Service (NICS) for people working in communication roles across government. It brings together communication professionals from a range of disciplines and staff are deployed across all nine NICS Departments. We provide public service communications which support ministers’ priorities, enable the efficient and effective operation of public services, and give strategic direction within the organisation. 
The Executive Information Service (EIS) aims to provide high quality communication services and support to NI Executive departments through a team of dedicated professional staff. EIS provides a full range of media services for Executive Ministers, their departments and senior officials, communicating the activity of the Northern Ireland administration at home and abroad. The continual development and application of diverse communication channels across departments places EIS at the very heart of the NICS. Through our dedicated and skilled workforce, EIS is fully committed to this task and ensuring the key messages of government are communicated through effective processes and in direct interaction with the media.
Our core services are:

· Ministerial and senior official strategic communication support;

· Media relations;

· Advertising; and

· Digital (including nidirect).




      Main objectives of the opportunity

	While the precise duties and responsibilities of individual posts will vary, the main duties and key responsibilities may include:
· to provide strategic communications advice to Ministers and 

senior officials demonstrating sound judgement, political 

awareness and sensitivity;

· to provide strategic direction on all communications (traditional, 

social and digital), ensuring the content, messaging, tone and 

consistency are in line with the communications strategy;

· to handle complex and sensitive communication issues, providing clear advice to Ministers and senior officials;

· to plan and deliver creative, dynamic and engaging digital 

solutions;

· to support the Principal Information Officer on all aspects of 

communications during a crisis, including identifying emerging 

issues and providing strong proactive advice;

· contributing to the development and implementation of effective external media handling strategies/plans within a fast-changing news environment;

· managing, maintaining and building good working relationships 

with key stakeholders, customers and partners; 

· managing and arranging press conferences, radio and TV 

interviews, and media coverage of important events, 

announcements and visits; 

· supporting Ministers at site visits within and outside Northern 

Ireland, including international visits; 

· overseeing the preparation of news releases and external written communications; 

· responding to media enquiries including briefing journalists and 

managing relationships with the media; 

· evaluating the effectiveness of communications (including social media) against objectives and business outcomes; and 

· management of Information Officers, support staff or other 

resources.
The above list is not exhaustive however it gives a good indication of the main duties of the post. The emphasis on particular duties will vary over time according to business needs.




3.  Skills requirements

       What qualities, skills and experience is required from the individual

	Eligibility Criteria 
1. At least two years’ experience, gained within the last five years, as a practitioner in public relations, journalism, advertising or a marketing environment.
AND
2. At least two years’ experience, gained within the last five years, of working on your own and with key stakeholders to develop and deliver innovative, proactive press strategies or marketing campaigns to meet organisational needs
Shortlisting Criteria 
Should it be necessary to shortlist candidates to go forward to the next stage of selection, the following shortlisting criteria will be used:
1. At least two year’s practical experience, gained within the last five years, in working with senior colleagues to handle high-profile and sensitive communication issues.
2. At least two years’ experience in the past five years of managing social media accounts, producing and editing original, visual and dynamic content working in a communications environment.

3. A third level or post graduate qualification in a relevant discipline linked to eligibility criteria 1.
Key Skills Required
· Excellent communciation skills and a clear understanding of the media world, how it functions and how to get the best out of media opportunities.
· Excellent political awareness and a good understanding of political structures in Northern ireland.

· Extensive knowledge of the media landscape in Northern Ireland and ability to apply this in a strategic context.

· Ability to engage professionally and confidently with members of the media and be able to robustly challenge jounalistic output where necessary.

· Ability to make effective decisions, using sound judgement and knowledge to provide accurate, expert and professional communication advice.
· Ability to work in a high pressured environment, exercising high levels of self reliance, judgement, political awareness and initiative.
· Be confident working with people at all levels and experienced in supporting senior leaders (such as Chief Executives/Ministers/Chair) with media handling, events and visits.
· Knowledge and understanding of full spectrum of communication tools and services, including an up to date knowledge of new and innovative platforms and methods.
· Management of social media accounts, producing and editing original, visual and dynamic content working in a communications environment.


4.  Personnel: Please state below

         Who will the individual report to? 

	A Principal Information Officer or Grade 7 within a NICS Department. 


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

	A Principal Information Officer or Grade 7 within a NICS Department.


5.  Transfer of learning
     Please give details of how the Opportunity will benefit your organisation, the individual and their organisation. 
	NICS will benefit from the skills and experience already gained by the individual and through the transfer of valuable insight of how other organisations conduct similar work.
The successful candidate will gain valuable experience working closes with Ministers and Senior Officer providing a variety of external communication services across a range of communication disciplines including departmental press offices, the Government Advertising Unit and the central editorial team of the nidirect website or embedded in policy teams to provide specialist support. There are communications roles outside EIS 
The Parent Organisation will benefit from the enrichment of their employee’s skills and experience within the fast paced and ever-changing arena of EIS and NICS Communications.


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: Anticipated start dates in November 2025 or as soon as suitable candidates have been identified.
Duration: This secondment opportunity will last for one year initially with the ability to extend for an additional two further periods of up to one year each.
Location: Opportunities are available across NICS departments.  The majority of opportunities will be in the Belfast area. 
The post holder may be required to travel to various locations across NICS departments. Candidates must therefore be willing to travel across Northern Ireland and require a current valid driving licence an access to a car or motorcycle to carry out the duties of the post.
Funding: Salary will be met by NICS and the salary scale is £47,304 – £49,515
Further information:  For further information, please contact Joanne Breen by email at: joanne.breen@executiveoffice-ni.gov.uk.
Closing Date:  Authorised Applications (Candidate Proforma) must be submitted by 3.00 pm on Monday 20 October 2025 by email to: 


interchangesecretariat@finance-ni.gov.uk 
*This opportunity is not open to NI Civil Service staff


7.  Endorsement

     Interchange Manager
	Joanne Breen


Signed:

	03/10/25


Date:



Northern Ireland Civil Service 			























Joanne Breen





NICS – The Executive Office





Stormont Castle 


Upper Newtownards Road


Belfast 


BT4 3SH





07557551822











Joanne.breen@executiveoffice-ni.gov.uk  





Secondment – Senior Information Officer (DP)








PAGE  

