	NI INTERCHANGE SCHEME
	Ref: I/C 15/26

HOSTING PROFORMA

Northern Ireland Assembly Commission 






    Name of Host  
    Organisation

1.  Interchange Manager’s details
Vicky Coates	

             Name

     Organisation/Northern Ireland Assembly Commission 

        Department
Parliament Buildings
Ballymiscaw
Stormont
Belfast
BT4 3XX


              Address
       




         Telephone                                               Fax number02890520325



             Number
               Vicky.coates@niassembly.gov.uk


               E-mail


Type of OpportunityData Protection & Governance Officer – Assembly Grade 5.

Secondment Opportunity – x1 post to expire 9 months from start date (Maternity Cover).

The Data Protection & Governance Officer will work 37 hours per week.










2.  Details of hosting opportunity

      Description of opportunity

	Data Protection & Governance Officer – Assembly Grade 5.

Secondment Opportunity – x1 post to expire 9 months from start date (Maternity Cover).

The Northern Ireland Assembly Commission is the corporate body which provides the Assembly the property, staff and services required for the Assembly’s purposes.  
The successful applicant will work in the Legal, Governance and Research Directorate supporting information management and governance functions.  


            
      Main objectives of the opportunity

	The main duties of the post are--         
 
 FOIA/UK GDPR 
· Monitor and co-ordinate responses to requests under the FOIA and UK GDPR and provide advice to heads of business as necessary,
· Assist and advise business areas regarding data protection activities and promote a positive data protection culture,
· Advise on such data breaches as may occur. 
Governance 
· Provide direct advice and support to the Director of Legal Research and Governance Services and to the external Assembly Commission Audit and Risk Committee (‘ACARC’) on governance matters,
· Support ACARC and assist with ACARC annual reporting, 
· Facilitate the quarterly review of the Corporate Risk Register,
· Update corporate governance frameworks as necessary and monitor ongoing developments in corporate governance.
 
General duties
· Oversee corporate retention and disposal and liaise as necessary with the Public Record Office of Northern Ireland,
· Carry out such other duties as the Assembly Commission may reasonably require of you.





3.  Skills requirements
              
	
Applicants for the post must possess:

1. A primary degree, minimum 2:2 classification, in any subject,
AND
2. At least two years’ experience of advising at head of business level* on:
a. information standards and records management
OR
b. information and data protection law (or legal issues of comparable complexity) 
OR
c. governance and risk management policies and procedures.
Applicants who are legally qualified may be preferred to those who are not

* Head of business level requires advice to Project Board, Director, NICS Grade 7 or company board member or equivalent.


	




4.  Personnel: Please state below

         Who will the individual report to? 
	
Head of Legal Services Assembly Grade 3 – Jonathan McMillen





         


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

	Benefits to the Individual
The successful applicant will develop information management skills and increased knowledge of the FOIA/UK GDPR.  They will also have an excellent opportunity, unusual at this grade, to work directly with an external risk management committee and directors to support governance and corporate assurance activities. 

Benefits to the Individual’s organisation
Successful applicants will develop their information management skills and knowledge of corporate governance and risk assurance policies. They will also form a better understanding of the internal processes of the Assembly and its institutional relationships.  This knowledge should be beneficial on their return to their organisation.

Benefits to the Assembly.  
The Assembly will benefit from additional information management skills in the business area and new perspectives on governance issues.




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 (Mid/Late - May 2026)

Duration: 9-months from start date.

Location: Parliament Buildings, on the Stormont Estate

Hybrid working is available with up to 2 days working from home each week depending on operational need. The initial period of training will be undertaken with full attendance at Parliament Buildings.

Flexi-time working is available.

Resources: Laptop, desk, chair etc.

Salary: The salary is £54,090 - the Assembly will meet salary and any associated expenses.

Further information:
For further information please contact Jonathan McMillen (Head of Legal Services) via email: Jonathan.McMillen@niassembly.gov.uk 

Closing Date: Applications must be submitted by 5.00pm on Friday 08 May 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

	V Coates


Signed:


	22 April 2026


Date:		



