

	NI INTERCHANGE SCHEME
Ref: I/C 34/26

HOSTING PROFORMA
NORTHERN IRELAND OFFICE (NIO)







    Name of Host  
    Organisation

1.  Interchange Manager’s details
Nikki Bodel	


             Name

     Organisation/Private Office Group


        Department
Floor 7, Erskine House, 20-32 Chichester Street, Belfast BT1 4GF


              Address
       



07884113591




         Telephone                                               
             Number
               Nikki.bodel@nio.gov.uk


               E-mail

Short term secondment - individuals will remain on terms and conditions of employer.


Type of Opportunity


2.  Details of hosting opportunity

      Description of opportunity

	Role: Executive Support Officer (EO grade)
ABOUT THE ROLE:
This is a busy and exciting role at the very heart of the NIO, working in support of our two Belfast-based Directors as part of the Executive Support Team (EST). 
The EST works to the Permanent Secretary’s Chief of Staff and is part of the wider Private Office group in the Department, which provides high quality strategic and administrative support to Ministers and senior officials.
Working in the role will give excellent insight into the workings of the most senior parts of the Department and the Government’s priorities for Northern Ireland.
DUTIES AND RESPONSIBILITIES:
The main responsibilities of the role include but are not limited to:
· Providing direct support to two Directors:.
· Booking travel for both including taxis, flights, and accommodation.
· Diary management for both including setting up meetings, booking rooms, escorting visitors, managing invites, preparation of papers and liaising with Diary Secretaries in the Ministerial Private Office and other external partners.
· Regular diary check-ins with both Directors.
· Ad hoc support to other Directors during periods of sickness or leave in EST with the full support of the Permanent Secretary’s Office.
· Monitoring of the EST inbox and Director inboxes.
· Processing expense claims for Directors.
· Contributing to transparency returns for your Directors.


             

      Main objectives of the opportunity

	The objectives are to ensure continuity of support to the two Belfast-based Directors at a busy time for the Department, as we work to support new Ministers.






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

	ESSENTIAL CRITERIA:

We would ask that interested candidates can demonstrate the following:
· Strong interpersonal skills with the ability to understand different perspectives;
· Excellent organisational and prioritisation skills, with the ability to work effectively across a range of tasks;
· The ability to think creatively, recognising where improvements can be made and implementing them;
· Experience of working in a private office or executive support capacity;
· Existing clearance at CTC or above.



4.  Personnel: 
       

         Who will be the individual’s line manager and/or reporting officer?
	Nikki Bodel – details as above





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

	Theopportunity will allow the postholder firsthand insight into the most senior level workings of the organisation, covering a business critical position. The postholder will return to their role with a better understanding of how the NIO delivers the UK Government’s priorities for NI, and the workings of the private office environment.


 

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:  Requested start date – 1 September 2026, for a period of 2 months. 

Duration: Two months placement.  This is a full time temporary post; accordingly applications are invited employees who are full time only.

Location: Floor 7, Erskine House, 20-32 Chichester Street, Belfast BT1 4GF.  
Hybrid working available, with 60% of time to be spent in office, in support of Directors.

Resources: Laptop and phone will be provided. 

Security Clearance: Applicants should have security clearance at CTC level.

Funding: The salary scale for Executive Office (EO) Grade/Band D Grade:  £29,303 -  £31,061, however, for this short term placement NIO will meet the secondee’s current salary costs and associated expenses.  
NICS staff will be seconded at their current EO salary.

Further information:  For further information about the post please contact Nikki Bodel by email at Nikki.Bodel@nio.gov.uk. 

Closing Date: Candidate Proforma / personal statements must be submitted by Noon on Friday, 28 August 2026 to: 

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

	For permanent employees of all other member organisations: interchangesecretariat@finance-ni.gov.uk





7.  Endorsement

     Interchange Manager

Signed: N Bodel


Date:	13/08/2026	





