
NI INTERCHANGE SCHEME


Ref: I/C 44/26

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

	Assessment Officer for the Northern Ireland Police Fund

BACKGROUND

The Northern Ireland Police Fund (“the Fund”) was set up in late 2001 as a government response to the Independent Commission on Policing for Northern Ireland, Patten Recommendation 87, as reviewed by John Steele. 

The role of the Fund is to provide care and financial assistance to police officers and ex-officers who have been injured or disabled as a direct result of terrorism, and to the widows, widowers and families of police officers killed or injured through terrorism.  

The Fund is an Executive Non-Departmental Public Body.   

The post holder will report directly to the Head of Assessment. The post holder will exercise a high degree of autonomy for their area of work and have the ability to work as a key member of a small secretariat team.




      Main objectives of the opportunity

	Applications, Assessment and Client Contact: 
The post holder both responds to applications received from clients and proactively sources applicants from our existing client database, using their experience and skills to encourage applications where they feel grant aid will make a significant positive impact on an individual’s circumstances, across a variety of different schemes. 

 It is the Assessment Officers role to undertake assessments, both desktop and in the form of home visits, and to present clear, concise and detailed Case Summaries to the Head of Assessment and CEO where appropriate, in order that they can make an informed decision regarding the award of grant aid. 

The Assessment officer should have excellent written communication skills, and be able to present appropriate recommendations, supported by clear rationale. 

Their verbal communication skill should be equally sound, and they should be able to communicate both in person and by telephone at a variety of different levels, and as need demands. 

 In addition to presenting cases for decision, the Assessment officer is responsible for the monitoring and evaluation of each individual case. 

The Assessment Officer must monitor and ensure all paperwork is in place relating to grant spend e.g. receipts and other requirements as stipulated in a client’s Letter of Offer. In addition, Assessment Officers must monitor client status and requirements across several different schemes. 

 In specific cases, Assessment Officers may be required to liaise with other organisations in relation to a client application, this may include wheelchair providers, prosthetics suppliers, suppliers of disability aids/equipment or care organisations or providers such as Fund Occupational Therapists. 

• Assessment Officers should maintain regular contact with their clients, and ensure they visit each client at least once, per year, unless the client declines a visit. Targets set by the Fund in relation to visit should be adhered to. 
Grant Administration 
Completion of all paperwork in relation to the processing of an application and subsequent declination or payment of grant. This involves taking into consideration eligibility criteria, Fund Policy and Procedure. 
The role holder monitors and analyses financial expenditure across recipient groups and maintain s records of activity in relation to applications. 

Maintenance of office system, both manual and IT database 

Reports and Meetings 

The Assessment Officer reports regularly to the Head of Assessment Team, the Chief Executive and may attend a variety of meetings. 

When presenting to the CEO, reports should be presented in an appropriate format with excellent delivery. 

PR and General Administration 

The Assessment officer will be expected to be a team player and adopt a flexible and enthusiastic attitude in response to being asked to undertake extra duties as required. 

The role holder represents the Fund at all times and should conduct themselves professionally and with integrity and in adherence with Fund Policy. The Assessment Officer will also be required to represent the Fund at occasional PR events e.g. conferences, Police Family Information Days etc. 

Training 

The Assessment Officer will be required to undertake all mandatory training e.g. Induction/ Resilience training. The Assessment Officer will also be expected to identify training needs and put forward proposals to address same as and when appropriate. 

Reports and Meetings 

The Assessment Officer reports regularly to the Head of Assessment Team, the Chief Executive and may attend meetings. 

When presenting to the CEO, reports should be presented in an appropriate format with excellent delivery. 



3.  Skills requirements

       What qualities, skills and experience are required from the individual

	Essential Criteria

Qualifications 
2 x GCSE's or equivalent with 1-3 years relevant work experience. 

Skills 
Good oral and written communication skills, including interviewing, negotiation and presentation skills. 

Ability to communicate at a range of different levels both within and outside the organisation. 

Ability to provide impartial, constructive and supportable advice. 

Ability to work with minimal supervision, to exert autonomy and to seek advice when necessary. 

Ability to prioritise, and work within a team. The role holder is accountable for the effective use of their time and will be held accountable for this. 

Ability to build and maintain effective working relationships with clients and staff. 

Assessment skills, monitoring and evaluation skills.  Thorough knowledge of client base and environment and of issues affecting the applicants. 

Thorough knowledge and understanding of Fund Policy and Procedure. 

Problem Solving Skills - including dealing with client reactions and presenting issues at Assessment visit, utilising precedents appropriately, providing options and analysis, rationale and recommendations all of which play a vital part in the decision-making process. 

The successful candidate for this opportunity will be £34,108
It is essential that applicants have access to a suitable form of transport to allow them to fulfil the requirements of the post.

CTC clearance is an essential requirement for this post and successful applicants must undergo CTC clearance on taking up post if not already held.



4.  Personnel: Please state below

         Who will the individual report to? 

	Cara Peoples – Head of Assessment



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

     individual and their organisation. 
	Individual

The post holder will benefit from working across a range of stakeholders and will gain valuable experience in contributing towards the development of a high-priority work area.  The post holder will have the opportunity to engage directly with the Client and staff of the Fund.

Parent Organisation

This opportunity will enrich the post-holder’s experience and develop his/her abilities in particular around working with the Police family. The successful applicant will also gain invaluable experience in working with individuals and at the same time will broaden the post-holder’s knowledge of working within an NDPB and the issues it can face.

Host Organisation

The benefit to the host organisation will be attracting an individual with the capacity and capability to develop strong client relationships and widen the skills and experience of the existing Northern Ireland Police Fund assessment team



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: ASAP
Duration: 1yr Secondment with possible extension of a further 3 months
Location: NIPF, Maryfield, 100 Belfast Road Holywood, Co Down, BT18 9QY
Resources: Access to a car to fulfil the post.
Funding: The Secondees employer will invoice NIPF monthly to recoup Secondees salary. which will be £34,108 p.a.  
Further information: This role is a full time position office based only, Flexible working hours. 
Closing Date: Applications must be submitted by 5.00pm on Friday 27th November 2026 

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

	Cara Peoples


Signed:

	05 November 2026


Date:
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