
NI INTERCHANGE SCHEME


Ref: I/C 12/26

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

	There is an opportunity for a temporary vacancy for 2 Staff Officers within Sport Northern Ireland (NI).  
The Staff Officers will be key members of one of the Sports Directorate teams managing Sport NI’s investment (including finance, human resources and support services) into sport. Playing a key role in managing engagement with sports organisations and Councils, and monitoring performance against strategic targets. Acting as the lead officer for Sport NI’s engagement/partnerships with a range of sports organisations. It will also be necessary to act as the Sport NI lead, across multiple Sport NI teams, for a small number of organisations.




	Overall purpose of job: 

To be a key member of one of the Sports Directorate teams managing Sport NI’s investment
(including finance, human resources and support services) into sport. Playing a key role in managing

engagement with sports organisations and Councils, and monitoring performance against strategic targets. 
Acting as the lead officer for Sport NI’s engagement/partnerships with a range of sports organisations. 
It will also be necessary to act as the Sport NI lead, across multiple Sport NI teams, for a small number of 
Organisations.
The Staff Officer role will work in support of the Deputy Principal (who leads delivery within their 
functional  area of responsibility) contributing to Sport NI’s strategic objectives within the Sporting System.
Staff Officers’ exact responsibilities will vary according to their functional area, but tasks will include 
(and are not limited to):

· Project Management

· Grant Management

· Advisory Services

· Governance, Policy and Compliance

· Data Analysis and report writing

· Business Case Development and Evaluation

· Line Management



	 Duties and Responsibilities:

 Project Management

· Plan, manage, and monitor projects against timescales, costs, dependencies, outputs and 
performance targets/deliverables. 

· Act as project lead for a range of projects to enable Sport NI to achieve its Business and
Corporate plans.           
· To evaluate project risks and to implement necessary steps to mitigate against the identified 
project risks using appropriate project control methodologies.

· Maintain up-to-date and accurate records and reports for projects, ensuring compliance with 
project reporting standards and other governance and control requirements. 

 Grant Management

· Plan, manage, and monitor grant administration against timescales and good governance, 
including managing Public Money, amongst other dependencies.

· To evaluate programme risks and to mitigate against these risks, to ensure appropriate use of 
public funding using appropriate project control methodologies.

· Maintain up-to-date and accurate records and reports for projects, ensuring compliance with 
project reporting standards and other governance requirements. 

 Advisory Services (Supporting the Sport System)

· To help stakeholders understand Sport NI Strategy and Business Plans, and how Sport NI can 
support them in the overall development of the Sport System.

· Use innovative design and research approaches to bring internationally recognised best practice 
interventions to stakeholders in the NI sport system.



    Main objectives of the opportunity


3. Skills requirements
       What qualities, skills and experience is required from the individual

	Essential Criteria

· Educated to degree level or equivalent
· 2 years’ full-time employment (or part-time equivalent) experience within the last 5 years of project management methodologies and their application.
· 2 years’ full-time employment (or part-time equivalent) experience within the last 5 years of collaborating and developing effective relationships and partnerships with a range of stakeholders to achieve positive strategic outcomes.
· 2 years’ full-time employment (or part-time equivalent) experience within the last 5 years of ensuring compliance in relation to governance controls, policies and procedures. 
· Valid driving licence and access to a form of transport insured to enable the post holder to carry out the responsibilities of the post in full*
*     * This criterion will be waived in the Shortlisting by Application Form; in the case of applicants whose disability prohibits driving but who have access to a form of transport approved by Sport NI.




4.  Personnel: Please state below

         Who will the individuals report to? 

	Sports Systems Managers


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

     individual and their organisation. 
	Benefit to Host Organisation:

This opportunity will provide Sport NI with experienced people with different skill sets who can bring their own skills learned from other 
Benefit to individual:

· Experience working alongside and with different teams within one organisation
· Experience working with and building relationships with key stakeholders

· Experience in line management within a small team.
The benefits to Parent Organisation will include:

This opportunity will enrich the postholder’s experience and develop his/her abilities in several areas including engaging with and working alongside various stakeholders and working alongside different teams within SNI. 



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: 12 Months with the possibility of an extension
Location: House of Sport, 2a Upper Malone Road, Belfast BT9 5LA. Hybrid working will apply: Minimum of 2 days in the office. 
Resources: A laptop, a monitor and access to a desk will be provided along with a work mobile phone
Funding: Sport NI will fund with existing budget and the salary scale £37, 694 - £38,990.
Further information: Please contact recruitment@sportni.net 
Closing Date: Applications must be submitted by 5.00pm on Friday 27th March 2026 to: 


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

	Nicola Algie


Signed:

	11.03.26


Date:



Sport Northern Ireland























Nicola Algie





HR Department 





2a Upper Malone Road


Belfast


BT9 5LA








02890 381 222











recruitment@sportni.net








Secondment Opportunity for Staff Officer (x2) - 12 months with the possibility of an extension





To actively advise and support organisations who deliver sport and physical activity in 


the development of the Sporting System.


Lead on the design, research, implementation and monitoring of projects including data 


to maximise the impact of investment and resource allocation to the sport system.  





Governance, Policy, and Compliance


Ensure compliance with all Sport NI governance controls, policies and procedures. 


To assess the eligibility of SGB and other Agency applications against identified eligibility criteria and in accordance with financial and policy directions, Sport Northern Ireland (SNI) policy, and other statutory requirements.


Support, monitor, validate and report on SGBs’ and other Agencies’ progress against the criteria per the Effective Organisations expectations and specific Terms and Conditions of the grant awards.


To co-ordinate reporting to the Senior Management on progress against the Business Area’s operational plan. 





Data Analysis and report writing


Analyse information received through surveying and monitoring from sport and physical activity providers,  (as well as data gathered from a range of external sources), to draw conclusions on the sport needs of the sector. Using that analysis, work with colleagues to agree priorities and appropriate actions, and share good practice across sports, to support overall sector improvement.


To monitor and report on data analytics and evaluate projects to inform strategic decision making.


To analyse data effectively and other information to produce effective reports and written answers to queries. 





Business Case Development and Evaluation


To assist, develop and evaluate Outline Business Cases and Full Business Cases for funding programmes and research proposals, to contribute to the enhancement and understanding of sport and physical activity.





Corporate Management and Line Management


To assist in the effective management of resources, ensuring work completed aligns to Business and Corporate Plan objectives and is of a high quality, delivered on time and within budget. 


Manage individual performance, and to ensure compliance with all Sport NI’s policies and procedures. This includes effective monitoring, reporting and evaluation of all projects and programmes for which the post holder has a responsibility.


To carry out any other duties that, from time to time, may reasonably be undertaken in the pursuit of the post holder’s overall objectives, undertaking duties of the post with regards to Sport NI’s DNA (Values).
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