
NI INTERCHANGE SCHEME


Ref: I/C 69/25

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

	Head of Environmental Health (Commercial) 

Full-time – 36 hours per week (Monday to Friday).  
Salary – P06 (SCP 40-43) £53,460 - £56,730
Temporary post for 12 months’ which may be extended, pending recruitment of post on permanent basis
Essential Car User

Flexible working and agile working are available

The officer would be expected to commence as soon as possible.




	Responsible For
Function(s)

· Food Safety (including fisheries)

· Health & Safety at Work

· Consumer Safety

· Tobacco Control
The Head of Environmental Health - Commercial will be responsible for the assisting the Assistant Director of Environment in developing and implementing the relevant strategies of the Council, within their areas of responsibility.  In this capacity, the post-holder will provide clear direction and support to their section(s).  They will be responsible for the effective management of services that come under their control in the pursuit of service excellence and value for money.

The postholder will support transformational change within the Directorate / Section ensuring and implementing integration of new and current functions and responsibilities.

They will assist in the delivery of high quality services across the Department by using performance management to drive continuous improvement and by effectively using the Council’s resources.




 Main objectives of the opportunity

	Duties and Responsibilities

Food Safety

1. Ensure an appropriate and effective food hygiene and food standards regime is in place  across the district, in accordance with the relevant legislation and guidance.

2. Manage, oversee and review a system to deal with and respond to food complaints.

3. Ensure an effective food sampling programme is in place.

4. Responsible for ensuring that premises receive appropriate legislative approval as required.

5. Ensure all infectious disease notifications are investigated and action taken accordingly.

6. Prepare annual food service plan.

7. Monitor and manage the Food Hygiene Rating Scheme (FHRS) across the district.

8. Manage the legislative control of the fishing industry in the District, to include fishing fleet, processing facilities and fish markets.

Health & Safety at Work (External)
9. Ensure an appropriate and effective service plan is in place across the district, in accordance with the relevant legislation and guidance.

10. Manage, oversee and review a system to deal with work related accidents and workplace complaints.

11. Responsible for the organisation and delivery of enforcement and educational initiatives in partnership with relevant statutory agencies (for example HSE) and business organisations.

12. Ensure a Safety of Sports Grounds regime is in place across the district and safety certificates are issued and reviewed as required.

13. Oversee the inspection of caravan sites to ensure compliance with the relevant site licence conditions.  Issue new caravan site licences as required.
Consumer Safety

14. Ensure an appropriate and effective service plan is in place across the district, in accordance with the relevant legislation and guidance.

15. Responsible for the management of a system to ensure all home authority premises in the District are inspected on the basis of risk.

16. Develop, manage and review a system to investigate complaints in relation to the safety of consumer products.

17. Responsible for the organisation and delivery of enforcement and educational initiatives in partnership with relevant statutory agencies and business organisations, including sampling programmes.
Tobacco Control
18. Oversee and manage the enforcement of compliance with Tobacco Control legislation and good practice.

19. Consult with other relevant agencies and Councils in relation to the management of this function. 

20. Ensure all relevant premises are recorded on the Tobacco register and take enforcement action as appropriate, for breaches of the legislation / order.
Other duties and responsibilities 

21. Oversee and manage the provision of a comprehensive Environmental Health Service, within all areas of responsibility through a combination of advice, education and enforcement of relevant environmental health legislation.(is this a repeat)

22. Identify, maximise and manage funding opportunities to enhance the service, including the administration, monitoring and evaluation of same, in areas of responsibility. 
23. Ensure monitoring, financial and statutory returns are completed and returned to funders and / or relevant statutory agencies within specified timelines.

24. Identify and monitor the needs of the community in relation to environmental health matters (within areas of responsibility) and address and manage issues arising from same, through the DEA / Community Planning structure.

25. Provide information and advice on general and specialist technical matters to Managers and other departments of the Council in accordance with guidance when required

26. Preparation of annual estimates for revenue and capital budgets.

27. Liaise, engage, and consult with relevant key stakeholders, including Elected Members, Council departments, user groups, voluntary and statutory agencies to promote the relevant areas of responsibilities to meet the needs of the service.

28. Ensure the accurate and timely preparation of evidence and relevant paperwork for legal proceedings in relation to Environmental Health matters, including preparing documentation, assisting legal advisors and represent the Council at Court as required. 

29. Organise, manage and oversee enforcement and educational initiatives, in response to legislation and relevant guidance as they arise as per areas of responsibility. 

30. Production of reports and attendance at necessary Council and Committee meetings.

Service Delivery and Performance

Be accountable to the Assistant Director for all aspects of service delivery within the section; ensuring the provision and delivery of high quality and cost effective services. 

Employee Management 

31. Be responsible for the direct line management of employees who report to the postholder, ensuring that matters relating to performance, attendance and discipline are addressed within agreed timescales and in accordance with Council Policies and Procedures.

32. Ensure the timely and accurate completion of relevant electronic or paper based records relating to the management and supervision of employees under the control of the postholder, for example time and attendance returns, return to work interviews, appraisal documentation etc. 

33. Lead, motivate, appraise and develop employees under the management of the postholder ensuring at all times that employees: 

a. operate within the Council policies; 

b. achieve their objectives and targets in the most efficient and effective manner; 

c. work in a corporate and collaborative way with other services across all departments and directorates; 

d. purposively, efficiently and effectively work with  the resources available, within the allocated time and budget; and

e. continuously develop within their area of responsibility.

34. Ensure employees within the section are provided with appropriate training as and when required for example:
· departmental induction,
· access to relevant ‘on the job’ training and development opportunities,

· mandatory/statutory training relating to professional, technical or job specific 

qualifications for example first aid, lifeguarding, CPD hours, driving competence (CPC) etc.

Financial Management and Controls

35. Work within agreed budgets and finances to deliver service priorities, by ensuring that allocated budgets are effectively managed, implemented and adhered to for the service(s) under their control.
36. Authorise the purchase of goods and/or services in accordance with the Council’s procurement policy.

37. Ensure functions under the control of the post holder are operated in accordance with the Council’s risk management and governance processes, and that the appropriate documentation is completed and signed off as necessary.
Performance Improvement

38. Keep up-to-date with changes and amendments to relevant and allied legislation including areas of best practice relating to the postholders service area, reviewing practices, making recommendations to the Assistant Director of the service and implementing service improvements, as appropriate
39. Participate in employee training and development activities to ensure that knowledge, skills and competence required to fulfil the role in full are up to date.
General

40. Carry out duties in compliance with the Health and Safety at Work Order 1978 (as amended); Acts of Parliament; Statutory Instruments and Regulations and other legal requirements; and all Council Policies and Procedures including Dignity at Work, Health and Safety, Attendance and all relevant Codes of Conduct.
41. Undertake the duties in such a way as to enhance and promote the positive reputation of Newry, Mourne and Down District Council.
42. Lead by example by behaving at all times in accordance with the Council’s values and promote same within the organisation and externally.

43. Undertake all aspects of work respecting confidentiality and ensure that personal and/or sensitive information under the control or access of the postholder is used, stored and maintained in accordance with relevant data protection legislation.
44. Deputise for and represent the Assistant Director of the Service as required.
45. Contribute to Corporate, Departmental and Regional working groups as required.
46. Where applicable act as Designated Safeguarding Officer in accordance with relevant legislation and Council Policy and Procedure.

47. Actively participate in employee relations matters including undertaking investigations and chairing hearings relating to employment matters as required (e.g. discipline, grievance & harassment) and make decisions regarding appropriate outcomes with support from HR and in compliance with the relevant legislation.
48. Participate in the Council’s Recruitment and Selection processes as a panel member, including assisting the panel with development of person specification, identifying selection methods and adhering to advice given regarding current employment legislation and codes of practice.
49. Where applicable, oversee the provision of a suitable key holding arrangement(s) for the service area(s) under the control of the postholder to ensure:
f. Routine opening and closing of Council Buildings and Facilities
g. Response to out of hours alarm calls
h. Ability to open buildings/facilities to assist with Council’s Emergency Plan.
50. When required, assist in the execution of the Council’s Emergency and Business Continuity Plans.

51. Promote diversity across the organisation and in the Department by adhering to the Council’s Equal Opportunity policies and procedures and avoiding all forms of discrimination both as an employer and a service provider.

The list of duties / responsibilities must not be considered comprehensive nor exhaustive. They are simply a summary of the main duties / responsibilities that the post holder will be required to undertake.  No Job Description can cover every issue that may arise within the post at various times and the post holder is expected to carry out other duties from time to time which are broadly consistent with those in this Job Description.



3.  Skills requirements

       What qualities, skills and experience is required from the individual

	 Criteria:

· Have a Degree or Diploma in Environmental Health or equivalent qualification
· Certificate of Registration with Environmental Health Officers Registration Board (EHORB) or equivalent. 

AND  

A minimum of 1 year’s experience at Management level position to include responsibility* in ONE of the following areas: 

· Food Safety 
· Health & Safety at Work 
· Consumer Safety 
· Tobacco Control 

*Responsibility includes: 
· Budget Administration 
· Staff management 
· Risk management relevant to the post 

· One year’s experience of successfully managing and delivering a variety of projects simultaneously and achieving results to meet timeframes, with external agencies

· Be able to demonstrate competence in use of e-mail and Microsoft office applications including word, excel. 
· Hold a full current driving licence and access to transport, or access to transport to meet the requirements of the post. 
· Ability to work outside of normal office hours, including evenings, weekends and public/bank holidays. 
Competencies (at Operational level):

· Leadership

· Managing Our Own Work

· Communicating with Impact

· Meeting Customer Needs

· Managing Change

· Continuously Improving Services




4.  Personnel: Please state below

         Who will the individual report to? 

	Sinead Trainor – Assistant Director: Environment



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

     individual and their organisation. 
	This offers the individual the opportunity to gain experience at a Management level within the Environmental section of Newry, Mourne and Down District Council.




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: ASAP
Duration: Temporary post for 12 months which may be extended, pending recruitment of post on permanent basis

Location:  Council Offices, Downshire Civic Centre, Downpatrick, Ardglass Road, Downpatrick.  However, this post will work across the Council District of Newry, Mourne and Down District Council.
Resources: Equipment provided including laptop and mobile phone.  
Funding: Newry, Mourne and Down District Council will cover the salary costs and associated expenses.  The salary scale from 1 April 2025 is P06 (SCP 42-45) £53,460 - £56,730
Further information: It is important that all applicants indicate how, and to what extent they meet the qualifications and experience for the post.  
Selection:  Interview: scheduled for Thursday, 22 January 2026. 
Further information: For further information about the post please contact Susan McCague by email at susan.mccague@nmnadd,org.

Closing Date: Applications must be submitted by Noon on Friday, 19 December 2025:

For NI Civil Service departmental staff only: secondments@hrconnect.nigov.net  


For staff from all other Partner organisations: interchangesecretariat@finance-ni.gov.uk 



7.  Endorsement

     Interchange Manager

	Philip Preen


Signed:

	01 December 2025


Date:



Newry, Mourne and Down District Council 	























Philip Preen





Human Resources 





Council Offices – Downpatrick


Downshire Civic Centre


Ardglass Road


Downpatrick


BT30 6GQ











0330 137 4794














Philip.preen@nmandd.org   








Secondment – Head of Environmental Health (Commercial)
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