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Chief Executives’ Forum








    Name of Host  
    Organisation

1.  Interchange Manager’s details
Jane McDowell

             Name

     Organisation/Chief Executives’ Forum


        Department
Goodwood House
52 May Street
Belfast
BT1 4RA

              Address
       




         Telephone                                               Fax number02890816446




             Number
               Mail@ceforum.org


               E-mail


Type of OpportunityMember Services Executive
Secondment – 1 year with the possibility of an extension for a further year, subject to the agreement of all parties.






2.  Details of hosting opportunity

      Description of opportunity

	The Chief Executives' Forum (CEF) is seeking a Member Services Executive to join our small, busy team based in Belfast.

This is an exciting role which provides a unique opportunity for the post holder to work on the delivery of a diverse programme of events, involving senior leaders across the entire public sector.

CEF is the umbrella body for chief executive officers and senior management teams of public bodies in Northern Ireland, including all NICS departments and local Councils and many of Northern Ireland’s Arm’s Length Bodies.

It creates opportunities for senior leaders to explore and develop new ideas and collaborative approaches to common challenges through creating and delivering a diverse programme of events and initiatives enabling members to network, share expertise and learn from best practice.


             
      Main objectives of the opportunity

	The main duties include:
· Provide effective operational and administrative support to CEF, ensuring the efficient day‑to‑day running of organisational and programme activities. 
· Support the Executive Director and Leading with Peace and Purpose Project Officer in the coordination and delivery of business, governance and programme delivery. 
· Act as a key point of contact for CEF member organisations, suppliers and external stakeholders, managing routine correspondence, enquiries and information requests in a professional and timely manner. 
· Support the planning, organisation and delivery of meetings, briefing events and wider engagement activities, including providing logistical and on‑the‑day support. 
· Assist with the development and delivery of CEF communications activity, including drafting and coordinating content for digital channels, member updates and programme communications. 
· Provide dedicated administrative and communications support to the PEACEPLUS “Leading with Peace and Purpose” project, a programme managed by the Special EU Programmes Body (SEUPB), including stakeholder updates and programme messaging. 
· Provide secretariat support to the CEF Board and committees, including the preparation and circulation of papers, maintenance of action logs and accurate record‑keeping. 
· Maintain and support effective internal systems, processes and records, ensuring compliance with organisational policies and data protection requirements. 
· Contribute to the continuous improvement of internal systems, processes and ways of working. 
· Undertake other duties commensurate with the grade, as required.





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

	Essential skills and experience

· Strong organisational and administrative skills

· Strong written and oral communication skills including the ability to develop and maintain good working relationships 

· Experience of assisting in the organisation of meetings and/or events 

· Experience of records management and dealing with financial data 

· Strong IT skills, with experience in the following desirable: Word; Outlook; Excel; financial management software; use of digital/social media platforms.

General requirements 

Access to a car for work related travel requirements is essential.

Availability to work occasionally outside normal hours (for example breakfast briefings, evening dinners)





4.  Personnel: Please state below

         Who will the individual report to? 
	
Jane McDowell, Project Officer




         Who will be the individual’s line manager and/or reporting officer?
	
Jane McDowell, Project Officer




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

	The Member Services Executive role offers an exceptional development opportunity for staff at this level. In particular, the postholder will gain: 

· Direct and sustained exposure to senior leaders across public services, through regular engagement with the CEF Board, CEF’s members and our and partners across wider civic society; 
· A unique insight into the wider public service landscape, including how different parts of the system interact, collaborate and influence outcomes at a strategic level; 
· Hands-on experience in communications delivery, including contributing to website and social media content. 
· Access to CEF’s extensive programme of briefings and discussions on highly topical and cross-cutting issues, providing valuable learning that can be taken back into their substantive role. 
Taken together, this experience will support significant professional development, enhance the individual’s understanding of public service leadership and policy, delivering clear added value to their home organisation on conclusion of the secondment.

Working in a small team this role will provide opportunities to contribute in a wide range of business areas.

Benefits to the Individual
The individual will have the opportunity to develop their knowledge, skills and experience in a range of business areas in support of the Forum’s members and strategic partners.  This will include practical ‘hands on’ involvement in event organisation, co-ordination of papers for Board meetings and collation of information for reports and marketing material.

Benefits to our Organisation
The Forum will benefit from enhanced provision of administrative experience and the availability of critical support to the Executive Director and Project Officer.

Benefits to their Organisation
The returning candidate will have expanded their knowledge of the public sector in general while experiencing the full range of duties involved in operating a small private sector company.






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 a suitable candidate has been identified and a release date has been agreed.

Duration: 
1 year with the possibility of a one year extension, subject to the agreement of all parties.

Location:
Goodwood House, 52 May Street, Belfast. All CEF staff are currently working on a hybrid basis; a workstyle agreement will be agreed with the appointee.

Resources: 
Accommodation and access to computers, office equipment and services hosted by the Department of Finance.

Funding: 
CEF will meet the salary costs within the salary range £33,542 - £34,231 (NICS EO1’s will move at their current salary)

Car User:	
It is essential that applicants have access to a form of transport to allow them to fulfil the requirements of the post.

Further Info:
A paper sift will be used to determine the most suitable applicant(s) for the post.  If necessary, an informal interview will be held with the Executive Director and Project Officer, to discuss the skills and experience the applicant would bring to the post.  It is important that all applicants indicate how and to what extent they meet the skills and experience above. Interviews are scheduled for w/c 1st June 2026.

Contact:	
For further information about the post please contact Jane McDowell, CEF on tel: 028 9081 6446 or by email at: jane.mcdowell@finance-ni.gov.uk 

Closing Date: Applications must be submitted by noon on Friday 22nd 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

	Anne Dickson


Signed:


	29/04/26


Date:		



