	NI INTERCHANGE SCHEME
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HOSTING PROFORMA
Utility Regulator







    Name of Host  
    Organisation

1.  Interchange Manager’s details
Susan Lavery

             Name

     Organisation/Utility Regulator

        Department
 Millenium House, Great Victoria Street Belfast

              Address
       




    Telephone                                               07738390114


          Number
               Susan.lavery@uregni.gov.uk  

             E-mail


Type of OpportunitySecondment -  12 months to back to cover maternity leave with the possibility of an extension in line with the maternity leave and subject to the agreement of all parties. 
 






2.  Details of hosting opportunity

      Description of opportunity

	Role:	Communications Officer Full-time 37 hours
Key responsibilities
The main responsibilities of the role are set out below. 
To support the Communications Team in the implementation of our communications strategy. 
Assist with internal and external communications and stakeholder projects that support the key objectives of the Utility Regulator, as set out in our Corporate Strategy. 
Work with colleagues and stakeholders to promote and explain the work of the Utility Regulator to a range of audiences, including consumers, politicians, media and other stakeholders. 
Assist in the planning, creation, design and administration of high-quality communications, using various channels such as website, intranet, social media and newsletters.
Assist in drafting press releases and briefing documents for a wide range of publications and issues. 
Assist in delivering a high-quality customer service by responding to external queries from a range of sources, including consumers, regulated companies and the media.
Build and maintain effective relationships with internal and external stakeholders. 
Assist in strengthening the profile of the Utility Regulator to all stakeholders, and as required, protect the reputation of the Utility Regulator in the event of a crisis. 
Present a proactive, professional image and engage effectively with visitors, stakeholders and enquirers, in person, in writing and by phone.
Ensure that a first class and best practice, proactive support service is provided to the Communications Team, and other stakeholders as required. 
Promote a culture of openness, inclusiveness and transparency across all aspects of the Utility Regulator’s operational activity and service delivery. 
Be aware of, and adhere to, health and safety as part of the administrative support function.



             


      Main objectives of the opportunity

	Working as a Communications Officer, you will support the provision of high-quality communication services that promote the work of the Utility Regulator to a range of audiences and stakeholders. Through this, you will support the Communications Team in the implementation of our communications and stakeholder engagement strategy. 
You will actively contribute to communication campaigns and activities that raise the profile of the Utility Regulator and support our corporate objectives. 
You will assist with the development and publication of external and internal communications in a range of formats, including: written communications, such as press releases and media briefings; social media content creation; stakeholder event management; media engagement; public affairs monitoring; and developing content for our website and staff intranet. 
You will be required to perform such duties as are commensurate with this role and to undertake any other Officer level duties as may reasonably be required.






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

	
· Relevant professional experience working in communications, public relations or related disciplines.

· Experience of assisting in the design and delivery of effective communication campaigns to deliver key messages to specific audiences, using a range of channels.

· Experience of developing excellent working relationships with key internal and external stakeholders that demonstrates strong communication and interpersonal skills.

· Ability to demonstrate excellent organisational skills and experience of working to deadlines, while ensuring attention to detail and accuracy.

· Ability to positively demonstrate by giving examples, an understanding of and commitment to further workplace values that align to those of the Utility Regulator. 

· 
It would be desirable for candidates to have:

· Experience of graphic design or video content creation.




4.  Personnel: Please state below

         Who will the individual report to? 
	
Adele Boyle





         Who will be the individual’s line manager and/or reporting officer?
	
Adele Boyle





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

	The post holder will work proactively as part of the Communications Team, providing operational support across a broad communications remit, including internal and external communications, media handling, stakeholder engagement, social media, website and intranet content, newsletters, briefing materials and support for communications campaigns. The Communications Officer will have the opportunity to work across a wide range of issues and audiences, gaining exposure to the work of the Utility Regulator and its role in protecting consumers and supporting effective regulation.
The Utility Regulator operates in a fast-moving and high-profile environment, where clear, accurate and timely communication is essential. The Interchange Scheme provides an opportunity for someone from outside the organisation to bring fresh insight, new ideas and an external perspective to the Communications Team, while supporting the continued delivery of high-quality communications services.
We are ambitious about the future of the organisation and are looking for passionate people who can help us achieve our goals, communicate our work effectively and energetically display our organisational values.
The role involves active engagement with colleagues, senior leaders, consumers, media representatives, regulated companies and other stakeholders. The Department will benefit from the skills, experience and fresh perspective the post holder will bring, particularly in supporting effective messaging, strengthening stakeholder relationships and promoting public understanding of the Utility Regulator’s work.
The post holder will also gain valuable experience supporting communication activity linked to corporate priorities, stakeholder engagement, media relations, public affairs, digital content and organisational reputation. The individual and their employer will benefit from the experience gained through working in a dynamic, influential and challenging communications 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: As soon as a suitable candidate is identified and a release date agreed.

Duration: 12 months full-time secondment opportunity from the date of commencement (may be extended to up to three years in totality, subject to the agreement of all parties12 months to back to cover maternity leave with the possibility of an extension in line with the maternity leave and subject to the agreement of all parties).

Location: Millenium House, Great Victoria Street Belfast 

Hybrid Working: Currently up to two days in the office, and as required for training, meetings, team leadership, and by Senior Management. 

Resources: A laptop, screen and chair will be provided. 

Form of transport: N/A 

Funding: UR will meet salary and any associated expenses and the salary range is £33,179 to £36,326 per annum or a level transfer for NICS staff at Grade E011

Further information: For further information please contact recruitment on Tel: 028 9031 6324 or by email at: Recruitment@uregni.gov.uk 

Closing Date: Applications must be submitted by email by Noon on Monday 19th 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

	Susan Lavery


Signed:


	25 September 2026


Date:		




