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Completed applications must be submitted to
recruitment@sportni.net no later than 12 noon (UK time) on
17th June 2022. Please retain a copy of this booklet for your
reference throughout the selection process.
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         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 1 Executive Officer 2 level within Sport Northern Ireland (NI).  
The Data and AI Analyst will be a key member of the team supporting Sport NI's digital transformation agenda, managing and developing data, systems and technology solutions that support the effective administration, monitoring and assurance of grant programmes. Playing a key role in improving digital grant management processes, analysing business requirements, developing workflows and supporting the use of data and AI-enabled tools to strengthen decision-making, efficiency and accountability. Acting as the lead officer for the ongoing development and optimisation of Sport NI's grant management systems and associated digital processes. It will also be necessary to work across multiple Sport NI teams, system suppliers and stakeholders to deliver continuous improvement and ensure that data and technology solutions effectively support organisational objectives.

Further Information is available in the Candidayte Information booklet at Annex1 


	Overall purpose of job: 
· The overall purpose of the job is to lead the practical use of data, automation and artificial intelligence to improve the efficiency, accuracy and quality of grant administration and financial management information.

· The postholder will be tasked with digitising the end-to-end grant process using Blackbaud Grantmaking (BBGM), covering application, eligibility, assessment, approval, award, claims, payment, monitoring and closure. The role will develop controlled uses of AI to support grant claim vouching and exception identification, with appropriate human review and complete audit trails.

· The postholder will also continue the development of automation within the management accounting process to deliver accurate and timely financial information quickly, supporting effective Executive decision-making.


	 Duties and Responsibilities:

  Digital Grant Transformation
• Analyse current grant processes, data flows, controls, manual activities and system dependencies.

• Design, configure and continually improve a digital end-to-end grant workflow within BBGM, from application and assessment through award, claims, payment, monitoring and closure.

• Develop digital forms, workflows, notifications, checklists and exception routes that improve consistency and maintain clear approval controls.

• Work with Finance, grant programme teams, system suppliers and other stakeholders to translate requirements into practical system improvements.

• Ensure BBGM supports a complete and auditable record of each grant and that relevant information can be reconciled with the financial system.

AI-Supported Grant Vouching and Assurance
• Develop and test-controlled AI-assisted approaches to reviewing grant claim documentation, including invoices, proof of payment and supporting schedules.

• Use AI and rules-based techniques to identify missing evidence, duplicate items, mathematical errors, unusual transactions and potential ineligible expenditure for human review.

• Develop risk-based testing and exception reporting that supports proportionate vouching without replacing accountable officer judgement or approval.

• Maintain clear documentation of data sources, validation rules, system limitations, review outcomes and changes so that AI-supported processes remain explainable and auditable.

• Monitor the accuracy and effectiveness of automated checks and escalate data quality, control, information governance or security concerns.





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

	Essential Criteria
· A postgraduate qualification or recognised certification in data analytics, artificial intelligence, business analysis, project management or a related field.

OR

· A degree or equivalent Level 6 qualification in data analytics, computer science, artificial intelligence, information systems, finance, accounting, mathematics, statistics or another relevant discipline AND demonstrable professional experience in a data, systems, automation or analytical role.

· A minimum of two years' relevant experience gained within the last five years in data analysis, business intelligence, reporting, data visualisation, AI-enabled technologies or related disciplines.

· Experience analysing complex operational or financial data and using data analysis and visualisation tools such as advanced Excel, Power Query, Power BI, SQL, Python or comparable technologies to produce clear, practical information for decision-makers.

· Experience designing or improving automated workflows, reporting processes or data pipelines, including gathering user requirements, mapping end-to-end processes, identifying control points, testing solutions and documenting methodologies and outcomes.

· Evidence of strong analytical, numerical, problem-solving and communication skills, including the ability to manage competing priorities, explain technical matters to non-technical and senior stakeholders, work collaboratively, handle confidential information appropriately, and apply human oversight, transparency, auditability, information governance and ethical principles when using AI.

· 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? 

	Finance Manager 


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

     individual and their organisation. 
	Benefit to Organisation

This opportunity will provide Sport NI with additional capacity and specialist expertise to support digital transformation, improve grant management processes, strengthen data quality and reporting, and develop innovative technology-enabled assurance approaches. The postholder will bring fresh perspectives and analytical skills that will help enhance efficiency, governance and service delivery across the organisation.
Benefit to Individual

· Experience leading digital transformation and business improvement initiatives.

· Experience analysing business processes and developing technology-based solutions.

· Experience working with data, reporting tools and AI-supported assurance techniques.

· Experience collaborating with Finance, grant teams, system suppliers and senior stakeholders.

· Experience managing and delivering projects across multiple teams and services.



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 is £30,458 - £31,097.
Further information: Please contact recruitment@sportni.net 
Closing Date: Applications must be submitted by email by Noon on Thursday 22nd October 2026 to: 

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


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




7. Endorsement
     Interchange Manager

	Bryony Mitchell


Signed:

	02 October 2026


Date:



Annex 1 overleaf
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About Sport NI
Sport NI is the lead development public body for sport and physical recreation in Northern Ireland. We are established under the Recreation and Youth Service Order 1986 and we provide a range of support services to the sport sector, ranging from direct financial investment and thought leadership resources to training sports coaches and leaders to specialist sport science provision to sports and athletes. We are an Arm’s Length Body of the Department for Communities.

Sport Northern Ireland is based at the House of Sport in Belfast and operates a National Outdoor Training Centre at the base of the Mourne Mountains – Tollymore National Outdoor Centre. Sport Northern Ireland also manage Sport Northern Ireland’s Sports Institute (SNISI), which is the High-Performance Arm of Sport Northern Ireland based at the Jordanstown campus of the University of Ulster. Sports Institute NI prepares Northern Ireland’s best athletes to perform on the world stage by providing an environment that nurtures elite athletes and coaches.

Our annual budget reflects a total investment of £20m. This includes a mix of Exchequer and National Lottery resources, as Sport NI is a national lottery funds distributor. 

In Sport NI we are passionate about maximising the power of sport to change lives and we work with a range of strategic partners and other stakeholders to achieve our goals.  Our work is directly aligned to support the Programme for Government and New Decade New Approach. We are also working with our Department for Communities to develop a new strategy for sport and physical activity in NI, reflecting an exciting time for policy and strategy in sport here.


Sport NI’s Strategy for Sport – Corporate Plan 2020-25
Our Corporate Plan – The Power of Sport - aims to provide the leadership and support which the changing sports sector in NI requires, working with communities to ensure people adopt and sustain participation in sport and working uniquely across two jurisdictions (UK and Ireland) to ensure that our athletes are amongst the best in the world.

The sports sector has also grown considerably in recent years, with many more sports having a professional staffing structure and high performance and participation strategies that have supported real growth. Sport NI will continue to add value to a strong sporting family which puts people – participants, athletes, teams, coaches, volunteers and leaders – at the heart of what we do. 

Supporting a more professionalised sporting sector and a diverse range of governing bodies at many different stages of development, the Corporate Plan makes a clear commitment to the co-design, with governing bodies, other partners and stakeholders, of a sporting culture and system that is right for Northern Ireland now. We also aim to support this work with the right human resources and world class services, systems, knowledge and insight to enable us to deliver what the sector demands of us in the dynamic and rapidly evolving environment that is sport. 
Equality of Opportunity
Sport NI is committed to the promotion of diversity, inclusion and equality of opportunity. This includes creating and sustaining a harmonious workplace where we feel valued, respected and included. Our approach to attracting, recruiting, developing and retaining the very best people across all levels is based on three key principles: -

· Equality – we promote equality of opportunity by seeking to remove barriers, eliminating discrimination, and ensuring equal opportunity and access for all groups of people. 

· Diversity – we accept each person as an individual. Our success is built on our ability to embrace diversity – and we believe that everyone should feel valued for their contributions. By working together, we will deliver the best possible service for our staff, partners, and stakeholders.

· Inclusion – we create a working culture where differences are not merely accepted but valued; where everyone has the opportunity to develop in a way that is consistent with and adheres to Sport Northern Ireland’s DNA values of Excellence, Integrity, Collaboration and Learning. Our aim is to be an organisation where people feel involved, respected, and connected to our success.

It is our policy to provide employment equality to all, irrespective of:

· Sex, including gender reassignment

· Marital or civil partnership status

· Dependent responsibilities

· Religious belief or similar philosophical belief

· Political Opinion 

· Race Group  

· Disability

· Sexual orientation

· Age

We are opposed to all forms of unlawful and unfair discrimination. All job applicants, employees and others who work for us will be treated fairly and will not be discriminated against on any of the above grounds. Definitions of discrimination for the purpose of this policy can be found in Annex 1.

Decisions about recruitment and selection, promotion, training, or any other benefit will be made objectively and without unlawful discrimination.

We recognise that the provision of equal opportunities and embracing diversity in the workplace are not only good management practice, it also makes sound business sense. People with different backgrounds, skills, attitudes, and experiences bring fresh ideas and perceptions.  Our equal opportunities policy will help all those who work for us to feel included, valued, respected, and supported. Enabling us to develop them to their full potential. The talents and resources of the workforce will be utilised fully to maximise the efficiency of the organisation.
Application and Selection Process

Completing your application form 

Please read these notes carefully.  Your application form plays an important part in our selection process.  

It is not sufficient to simply list your duties and responsibilities.

· The space available on the application form is the same for all applicants and must not be altered or re-formatted.

· We will not accept CVs or any other supplementary material in addition to the completed application form.

· Applicant must complete the application in typescript font size 11 or in legible handwriting using black ink. 

· Make sure your application form is well presented – illegible or incomplete forms will not be accepted.

· The examples you provide should be concise and relevant to the criteria. 

· Please ensure you tell us everything that you think is relevant to your application.  Sport NI will not make assumptions from the title of your post as to the skills and experience gained. It is vital that you highlight your specific role and contribution by using actual examples to illustrate your experience against the criteria.
· Sport NI will not accept any applications which are received after the closing date and time.
Please ensure you complete the Equality Monitoring Questionnaire.  This information will remain confidential and will be separated from the application form by the Monitoring Officer and will not be seen at any point by the selection panel.

Submitting your application 

All applications should be emailed to:  recruitment@sportni.net by the closing time and date. Late applications will not be accepted. 

All received applications will be acknowledged by Sport NI Human Resources.   

Shortlisting 

A shortlist of candidates for interview will be prepared on the basis of the information contained in the application. It is therefore essential that all applicants demonstrate through their application how, and to what extent, they satisfy each of the criteria specified in the application form. Specific dates of employment in each position held should be included. It is not appropriate to simply list the various posts that an applicant has held.   The essential and desirable criteria listed in the application form will be assessed at shortlisting.  

Only those candidates, who, from the information supplied on the application form, match the essential, and when necessary, the desirable criteria for the post will be shortlisted.

Application forms which do not provide the necessary detailed information in relation to the qualifications, experience and skills required will not be shortlisted.

All unsuccessful shortlisted applicants will be informed.

Interview

All selection processes will include an interview for those shortlisted candidates in order to establish the most suitable candidate for the position. A practical assessment/presentation may be included in the recruitment process. 

The selection panel will convene to interview shortlisted candidates. Questions will be based on competencies outlined in the Sport NI Competency Framework and the content of the job description and will test the skills and competencies required in the person specification. 
If this is your first experience of a competence-based interview you will not be required to:

· Talk through previous jobs or appointments from start to finish.

· Provide generalised information about your background and experience; or 

· Provide information that is not specifically relevant to the competence the question is designed to test.

A competency-based interview does however require you to:

· Focus exclusively, in your responses, on your ability to fulfil the competences required for effective performance in the role; and 

· Provide specific examples of your experience in relation to the required competence areas.

In preparation for the interview, you may wish to think about having a clear structure for each of your examples, such as:

· Situation – briefly outline the situation.

· Task – what was your objective, what were you trying to achieve.

· Action – what did you do, what was your unique contribution.

· Result – what happened, what was the outcome, what did you learn.

The panel will ask you to provide specific examples from your past experience in relation to each of the competencies.  You should therefore come to the interview prepared to discuss in detail a range of examples which best illustrate your skills and abilities in each competence area.

All applicants who meet and exceed the pass mark will be deemed suitable for employment; the selection panel will list those suitable for appointment in order of merit with the highest scoring applicant ranked first. The order of merit list will be held for a period of up to one year. 

All unsuccessful applicants will be informed after an appointment to the post is made.

References and Pre-employment checks

All applicants will be asked to nominate two referees on their application form, including their current/most recent employer. Where the applicant has previous working experience, it is essential that at least one of the referees has prior knowledge of the applicant’s recent work and is in a managerial position relative to the applicant. 

References will not be used as a means of deciding between candidates who appear from assessment to be equally matched as this relies on the subjective opinion of a referee rather than the performance of the candidates at interview.  

The successful candidate must go through an ACCESS NI check as standard. For more information on how this is processed, please click this link
Please note that a criminal conviction will not necessarily be a bar to obtaining this position. If you require information on recruitment of ex-offenders, this is available by emailing recruitment@sportni.net 

If a candidate is under consideration for a post in an ‘excepted’ category of employment (for example, Accountant), a criminal record check must be carried out. Where a post has been short-listed based on qualifications, candidates must provide evidence that they hold these qualifications before any appointment can be confirmed.

Feedback 

Requests for feedback at all stages of the recruitment process should be made in writing to recruitment@sportni.net
Terms and Conditions
This role of Data & AI Analyst is a Fixed Term post for up to 12 months (with the possibility of extension).  As an Arm’s Length Body our pay scales are analogous to those of the NI Civil Service (NICS). 

Location

The post-holder will be based at the House of Sport, Upper Malone Road, Belfast and will also be expected to work at other Sport NI sites as required.  Sport NI currently has hybrid working in place, with a mixture of working from home and the office. 
Travel

The successful applicant will be required to travel on official duty throughout Northern Ireland and occasionally to Ireland and Great Britain.
Salary
Salary will be within the range £30,458-£31,097 per annum within which pay progression will be performance related and in line with Northern Ireland Civil Service guidance. 
The successful candidate can expect to be placed at the minimum point of the pay scale, although a higher starting salary within the range may be available if he/she has exceptionally relevant skills/experience.  

Pension

Sport NI offers staff membership of the NILGOSC Pension Scheme. Details can be found at the NILGOSC website here
Annual Leave

In addition to public holidays, currently 12.5 days, the annual leave allowance will be 25 days rising to 30 days after 5 years’ service. 

Hours of Work

The normal conditioned hours of work are full-time: 37 hours per week, normal office hours 0830 to 1700 Monday to Friday. The post-holder may be required to work outside their normal conditioned hours, where necessary, to fulfil the demands of the post. 

Probation 

Confirmation of appointment will be dependent upon the satisfactory completion of a probationary period of 6 months. If performance, conduct or attendance during this period is not satisfactory the appointment may be terminated.   

Canvassing

Canvassing in any form is not allowed.

Travel 

It is not Sport NI’s policy to pay travel expenses to any candidate attending interview. 

Sport Northern Ireland
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Data and AI Analyst - Temporary secondment Opportunity for 12 months with the possibility of an extension








Management Accounting Automation and Analytics


• Support the development of management accounting processes, including data extraction, modelling, reconciliation and reporting.


• Build and improve repeatable reporting datasets, dashboards and management information that reduce manual processing and improve reporting speed and consistency.


• Automate routine checks and reconciliations while ensuring outputs remain subject to appropriate Finance review and control.


• Produce analysis of budgets, actual expenditure, forecasts, commitments and variances to support timely Executive decision-making.


• Investigate anomalies and ensure financial information is accurate, complete, traceable and delivered to agreed reporting timetables.





Data Governance and Continuous Improvement


• Improve the quality, structure, accessibility and governance of organisational data to maximise the value of AI, analytics and data mining, supported by clear data definitions, validation rules and quality standards.


• Apply organisational requirements for information governance, data protection, cyber security, records management, access and retention.


• Ensure automated solutions include appropriate approvals, exception handling, change control and business continuity arrangements.


• Prepare process maps, user guidance, technical documentation, training materials and concise reports for operational and senior management audiences.


• Adhere to organisational policies, procedures and financial regulations relevant to the role.


• Undertake other duties appropriate to the role as reasonably required by the line manager.








Data & AI Analyst


DAI0926
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Completed applications must be submitted to �HYPERLINK "mailto:recruitment@sportni.net"��recruitment@sportni.net� no later than 12 noon Thursday 22nd October 2026 (UK time). Please retain a copy of this booklet for your reference throughout the selection process.





Jason Smyth of Ireland competing in the Men’s 100m at the 2019 Morton Games
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