	NI INTERCHANGE SCHEME
	Ref: I/C 27/19

HOSTING PROFORMA
 (
Tourism NI
)
    Name of Host  
    Organisation

1.  Interchange Manager’s details
 (
Roslyn Duff
)
             Name

 (
TOURISM
 
NI
)     Organisation/
        Department
 (
Linum Chambers, Bedford Square, Bedford Street, Belfast
)
              Address
       




 (
02890 441537
)         Telephone                                               Fax number
             Number
 (
r.duff@tourismni.com
)               
               E-mail


 (
HR Administrative Officer – Secondment up to 51 weeks
)Type of Opportunity


2.  Details of hosting opportunity

      Description of opportunity

	From a very low base a decade ago, tourism has emerged to become one of Northern Ireland’s key economic sectors.  We currently attract over 2.3m international visitors.  

They contribute almost £800m annually to the local economy and this helps sustain employment for over 58,000 people across Northern Ireland.  We currently require a Finance Manager to provide maternity cover. 

Tourism NI is currently working to a new Corporate Plan 2017-21 in support of our new draft Tourism Strategy 2025 and this is an excellent opportunity to join at an exciting, interesting and busy time. 



             







      Main objectives of the opportunity

	GENERAL RESPONSIBILITY

The Job Holder will assist and support the HR department by undertaking administration tasks and projects vital to the successful operation of the department and to provide an efficient and effective service to internal and external customers.

MAIN DUTIES

The Job Holder will be responsible for the following areas and activities:

Recruitment 

· Manage end-to-end recruitment process from advertising using the appropriate methods, through to issuing all letters from not shortlisted, invite to interview, not successful and offer of employment letters.

· Conduct pre-employment checks including eligibility to work, Access NI, and medical clearance etc. 

· On completion of each recruitment campaign ensure all paper work including required Equality Commission documentation has been completed and filed accordingly.

· Administer the induction process for all new starts.

Absence Management

· Monitor absence and attendance process documentation and reports in line with the managing attendance policy in order to support management with the administration required to manage attendance and carry out back to work interviews.

· Ensure all monthly departmental absence returns arrive into the department on time, collate absence details and enter the information onto the absence management section of the computerised HR System. 

· Prepare absence statistics within the deadlines for TNI’s Senior Management Team, the Board.


Payroll

· Collate monthly salary details e.g. new employee information, leavers information, notification of salary adjustments, deputising allowances, sick pay etc.

· Process pension details for all staff.

· Notify payroll of amendments, ensuring they are authorised by the Human Resources Officer within the deadlines to comply with accounting periods.

Learning and Development 

· Adhere to Tourism NI’s Learning and Development Policy. 

· Maintain Learning and Development spreadsheet to ensure that the necessary paperwork is completed and processed in line with TNI’s policy.

HR System (Computerised and Manual)

· Manage the HR Systems to ensure the input and recording of employee data is recorded accurately and confidentially in employee files and kept up-to-date.

· Work with HR and CS Officer on the implementation of new HR system.

· Ensure that filing systems are maintained and updated regularly, including the management of both manual and computerised data and ensure that records are maintained in line with the organisation wide EDRM (Electronic Document Record Management) system and General Data Protection Regulations (GDPR) requirements.

Additional Duties

· To be first point of contact for day-to-day HR queries in a timely manner, and escalating queries to the HR Manager as and when necessary.

· Collate, maintain and update data and information for use in statistical reports. 

· Assist colleagues across the Team with the preparation of relevant documentation as and when required.

· On occasion produce and maintain rota management of the TNI switchboard.

· Assist with the preparation of project documentation relevant to the work of the Department.  This will involve the administration of sensitive and confidential information.

· Any other relevant duties required by Tourism NI management.






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

	PERSON SPECIFICATION

ESSENTIAL CRITERIA – EDUCATION/QUALIFICATIONS & EXPERIENCE

i. 5 GCSE O’Levels at Grades A-C to include English Language and Mathematics or equivalent.

AND

ii. 2 years’ experience of working in an administrative role in an office environment including dealing with confidential material.

OR

iii. 5 years’ experience working in an administrative role in an office environment including dealing with confidential material.

ESSENTIAL CRITERIA – Personal Effectiveness

The Job Holder will also possess a high standard of:

i. Accuracy and attention to detail. 

ii. IT/Computer literacy skills.

iii. Organisation and planning skills including the ability to prioritise and work to strict deadlines.

iv. Ability to work within a team environment and on own initiative.

v. Communication skills – oral and written.

vi. Customer Care Focused and Committed to Continuous improvement with both internal and external stakeholders.

PREFERRED CRITERIA
i. CIPD Level 3 Foundation Certificate in Human Resource Practice. 



4.  Personnel: Please state below

         Who will the individual report to? 
	HR Staff Officer 



         Who will be the individual’s line manager and/or reporting officer?
	As above.




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

	This is a very exciting and busy time for Tourism NI as we await the approval of our draft Tourism Strategy 2025 – A Strategy for growth. This will be an exciting personal development opportunity for someone to contribute to a key corporate area with unit management responsibility and the opportunity to provide corporate governance assurance to the senior management 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: As soon as a suitable candidate has been identified and a release date agreed.

Duration: Up to 51 weeks from start date.

Location: Belfast.  

Form of Transport:  The successful candidate  will be expected to travel within Northern Ireland and to GB and the Republic of Ireland to fulfil the requirements of the post and must have access to a suitable form of transport.

Resources: Office based with all relevant facilities including PC, desk and phone etc.

Funding: Tourism NI wi;ll meet salary and any associated costs.  The salary range is £20,692 - £22,739.

Further information: For further information plese contact Roslyn Duff on tel: 028 9044 1537 or by email at: r.duff@tourismni.com. 

Closing Date:  NOON on Friday 3rd May 2019. 
	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

	Roslyn Duff


Signed:


	[bookmark: _GoBack]19 |April 2019


Date:		



Revised 2019

