
NI INTERCHANGE SCHEME


Ref: I/C 24/26

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

	A vacancy has arisen to cover maternity leave; the Senior Support Officer (Board Secretariat) will:

· Provide comprehensive secretariat support to the Sport NI Board, Committees, and Executive Leadership Team

· Ensure effective governance, organisation, and administration of Board business

· Provide senior-level support to the Chair and CEO

· Maintain high standards of confidentiality, discretion, and professionalism

A link to the full Job Description and Person Specification can be found at Annex 1


Main objectives of the opportunity

	Key Responsibilities

Board Secretariat Function
· Organise and attend Board and Committee meetings

· Prepare and coordinate, Agendas, Papers, Minutes and action logs

· Ensure timely and high-quality circulation of documentation

· Liaise with Board Chair, Committee Chairs, Board Members and stakeholders

· Support oversight of Board relationships and governance arrangements

· Ensure compliance with Standing Orders and Governance best practice

· Develop and review policies and processes to support effective governance

· Provide advice to Chair and CEO on governance requirements

Executive & Senior Support
· Draft and produce correspondence, reports and Board papers

· Manage CEO and Chair, diaries, meetings and logistics

· Act as a key liaison point for internal and external stakeholders

· Coordinate travel and itineraries

· Manage incoming correspondence and coordinate responses

· Ensure effective systems for smooth operation of the CEO office

· Maintain strong working relationships across the organisation and with partners

Corporate and Line Management Responsibilities
· Ensure delivery aligns with the Corporate Plan and business objectives

· Maintain high standards of, quality, timeliness and budget control

· Contribute to corporate management and organisational priorities

· Manage individual/team performance (if applicable)

· Ensure compliance with all Sport NI policies and procedures

· Undertake additional duties as required




3.  Skills requirements

       What qualities, skills and experience is required from the individual

	Essential Criteria

Professional Qualifications & Relevant Experience

· Educated to degree level or equivalent in a business or public administration discipline;
AND 

2 years full-time employment experience (or part-time equivalent) working in business administration or corporate governance; 

OR 

3 years full time employment experience (or part-time equivalent) working in business administration or corporate governance;

· 2 years full-time employment experience (or part time equivalent) of providing secretarial support to Boards and senior management including organising meetings, collating papers and taking minutes;

· 2 years full-time employment experience of developing and maintaining effective working relationships with key stakeholders to support the delivery of organisational outcomes;

· Ability to work irregular hours involving working outside normal office hours. 

· Valid driving license 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 waved in the shortlisting 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 individual report to? 

	Head of Policy and Corporate Services 



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: Maternity Cover 

Location: House of Sport, 2a Upper Malone Road, Belfast BT9 5LA.

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.  The salary is £37, 694 - £38,990 per annum.
Further information: Please contact recruitment@sportni.net 

Closing Date: Applications must be submitted by Noon on Friday 26th June 2026 to: 

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

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




7.  Endorsement

     Interchange Manager

	Nicola Algie 


Signed:

	10 June 2026


Date:



ANNEX 1
Job Description
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Person Specification
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Senior Support Officer – Board Secretariat  


JOB DESCRIPTION 


 


 
Job Title: Senior Support Officer – Board Secretariat  


Location: House of Sport, Upper Malone Road, Belfast (with hybrid attendance options) 


Duration: Maternity Cover  


Grade: Staff Officer 


Remuneration: £37,694 - £38,990  


Responsible to: Head of Policy and Corporate Services  


_________________________________________________________________________________ 


Organisational Context 


Sport Northern Ireland is the lead public body for the development of sport and physical 
recreation. As an Arm’s-Length Body (ALB) of the Department for Communities. Sport NI 
distribute Exchequer and National Lottery funds.  


Sport NI Values (DNA): 


The postholder will be expected to demonstrate and embed the values of Excellence, 
Integrity, Collaboration and Learning in all aspects of their work. 


Purpose of the Role 


The Senior Support Officer (Board Secretariat) will: 


• Provide comprehensive secretariat support to the Sport NI Board, Committees, 
and Executive Leadership Team 


• Ensure effective governance, organisation, and administration of Board business 
• Provide senior-level support to the Chair and CEO 
• Maintain high standards of confidentiality, discretion, and professionalism 
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Key Responsibilities 
 
Board Secretariat Function 


• Organise and attend Board and Committee meetings 
• Prepare and coordinate, Agendas, Papers, Minutes and action logs 
• Ensure timely and high-quality circulation of documentation 
• Liaise with Board Chair, Committee Chairs, Board Members and stakeholders 
• Support oversight of Board relationships and governance arrangements 
• Ensure compliance with Standing Orders and Governance best practice 
• Develop and review policies and processes to support effective governance 
• Provide advice to Chair and CEO on governance requirements 


Executive & Senior Support 


• Draft and produce correspondence, reports and Board papers 
• Manage CEO and Chair, diaries, meetings and logistics 
• Act as a key liaison point for internal and external stakeholders 
• Coordinate travel and itineraries 
• Manage incoming correspondence and coordinate responses 
• Ensure effective systems for smooth operation of the CEO office 
• Maintain strong working relationships across the organisation and with partners 


Corporate and Line Management Responsibilities 


• Ensure delivery aligns with the Corporate Plan and business objectives 
• Maintain high standards of, quality, timeliness and budget control 
• Contribute to corporate management and organisational priorities 
• Manage individual/team performance (if applicable) 
• Ensure compliance with all Sport NI policies and procedures 
• Undertake additional duties as required 
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Senior Support Officer – Board Secretariat  


PERSON SPECIFICATION 


 


Essential Criteria 


Professional Qualifications & Relevant Experience 


• Educated to degree level or equivalent in a business or public administration discipline; 
AND  
2 years full-time employment experience (or part-time equivalent) working in business 
administration or corporate governance;  
OR  
3 years full time employment experience (or part-time equivalent) working in business 
administration or corporate governance; 


 
• 2 years full-time employment experience (or part time equivalent) of providing 


secretarial support to Boards and senior management including organising meetings, 
collating papers and taking minutes; 


 
• 2 years full-time employment experience of developing and maintaining effective 


working relationships with key stakeholders to support the delivery of organisational 
outcomes; 


 
• Ability to work irregular hours involving working outside normal office hours.  


 
• Valid driving license 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 waved in the 
shortlisting application form in the case of applicants whose disability prohibits driving, 
but who have access to a form of transport approved by Sport NI.) 


 
_________________________________________________________________________________ 
Note to Applicants:  


Only those applicants who clearly demonstrate relevant achievement, experience, knowledge 
and understanding of essential criteria, will go forward to the next stage of the recruitment and 
selection process. 


* This criterion will be waved in the shortlisting application form in the case of applicants whose 
disability prohibits driving, but who have access to a form of transport approved by Sport NI. 
 


 






