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Sport Northern Ireland
)
    Name of Host  
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1.  Interchange Manager’s details
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Nicola Algie
)
             Name

 (
Sport Northern Ireland
)     Organisation/
        Department
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House of Sport
2A Upper Malone Road
Belfast
BT9 5LA
)
              Address
       




 (
02890 383847
)         Telephone                                               Fax number
             Number
 (
nicolaalgie@sportni.net
)               
               E-mail


 (
Development Assistant
 - 
Temporary Opportunity – Until 31
st
 March 2021 with possibility of extension
)Type of Opportunity
























2.  Details of hosting opportunity

      Description of opportunity

	Sport NI is the leading public body for the development of sport in Northern Ireland and an Arm’s Length Body of the Department for Communities (DfC). As the body leading the development of sport in Northern Ireland we are passionate about maximising the power of sport to change lives. We want to foster a sporting system in Northern Ireland that is characterised by a strong sporting culture and a shared commitment to meaningful sporting outcomes. 

This sporting system will be enabled by: 
· Autonomous and strategic governing bodies with a strong culture, good governance arrangements and demonstrated leadership; 
· A competent and available workforce with clear mechanisms to increase and sustain structured and unstructured participation; 
· Managing transitions effectively including retention; and 
· Supported high performance strategies for global success.  

Any thriving sporting system should be underpinned by a suitable range of quality and accessible infrastructure at clubs, governing body, educational and community settings. Themes of well-being and inclusion are at the heart of our thinking in regards to the sporting system in Northern Ireland. 

Sport NI’s mission statement for the next five years is clear – By 2025 we want the power of sport to be recognised and valued by all.

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

This post provides support to the Participation Team in delivering our key outcome of sustaining participation in sport. The successful applicant will be part of a team ensuring the effective and efficient distribution of Sport Northern Ireland funds. The applicant will support the implementation and delivery of SNI’s statutory responsibilities in respect of the Community Planning process and the roll out of ‘Every Body Active 2020’. 


             


     Main objectives of the opportunity

	The main areas of responsibility are listed below 	
· To assist with the effective implementation and monitoring of programmes and projects designed to increase sustained participation in sport.

· To assist with the implementation of Sport NI Statutory duties for Community Planning across 11 Partnerships.

· To communicate effectively with a wide range of stakeholders across the public, community/voluntary and charity sectors.

· To assist with the identification of new opportunities for collaborative working and develop innovative sports development projects.

· To assist with the management of a portfolio of investments in line with Sport NI policy and procedures. 

A full Job Description can be located in Annex A 





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

	The successful candidate will need to meet the following essential criteria: 

*5 GCSE passes grades A – C, which includes English Language and Maths or equivalent qualification.

*2 A-Level passes grades A – E, or equivalent qualification.  

*2 years’ full time (or equivalent part time) employment experience in an environment with responsibility for administration systems including paper and electronic file management.

*Demonstrable experience in working to policies and procedures.

[bookmark: _GoBack]*Demonstrable experience in drafting and dealing with correspondence and enquiries from the general public and/or partner organisations.

*Must have access to a form of transport insured to enable the post holder to carry out the responsibilities of the post in full.

Please demonstrate all of the above on you Candidate Proforma





4.  Personnel: Please state below

         Who will the individual report to? 
	Development Officer – Community Planning & Opportunities





         Who will be the individual’s line manager and/or reporting officer?
	Development Officer – Community Planning & Opportunities





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



	Individual
· Experience working in a team focussing on Increasing Sustained Participation in Sport within an Arm’s Length Body;
· The broad range of experience and responsibility from working closely with the Participation Manager, Participation Team and key Stakeholders;
· Working with a wide spectrum of stakeholders across the public, community/voluntary and charity sectors and building on relationships and networks (both established and new);

Parent Organisation:
This opportunity will enrich the post holder’s experience and develop his/her abilities in a broad range of areas such as project management, research & insight and sports development whilst dealing with an extensive range of key stakeholders and the associated networking benefits.

Host Organisation:
This opportunity will provide Sport NI with an experienced staff member who will play a pivotal role in increasing sustained participation in sport.




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: March 2020

Duration: It is anticipated that this opportunity will continue until 31st March 2021. Any further extension will be subject to the agreement of all parties and funding

Location: House of Sport, 2A Upper Malone Road, Belfast

Salary: Salary and other related costs will be funded by Sport NI.  The salary scale is £24,734 - £25,540.

Funding: Sport NI will fund from existing budgets

Selection Process: Shortlisting will take place on the basis of the criteria detailed above and final selection will be by interview

Further information: For further information about the post please contact Angharad Bunt by email at angharadbunt@sportni.net or phone 02890 383861.

Closing Date: Applications must be submitted by 5.00pm on Friday 31st January  2020 to: 

	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

	Nicola Algie


Signed:


	14.01.20


Date:		





ANNEX A
SPORT NORTHERN IRELAND

JOB DESCRIPTION

Job Title:		Development Assistant

Grade:	Executive Officer 11 (EO11)

Responsible to:	Development Officer

JOB PURPOSE:
The post holder will provide support to the Participation Team in delivering their key outcome of sustaining participation in sport. The successful candidate will be part of a team ensuring the effective and efficient distribution of SNIs funds. The applicant will support the implementation and delivery of SNIs statutory responsibilities in respect of the Community Planning process and the roll out of “Everybody Active 2020”


1. MAIN AREAS OF RESPONSIBILITY

· To assist with the effective implementation and monitoring of programmes and projects designed to increase sustained participation in sport

· To assist with the implementation of Sport NI Statutory duties for Community Planning across eleven partnerships

· To assist with the identification of new opportunities for collaborative working and develop innovative ports development projects.

· To assist with the management of a portfolio of investments in line with Sport NI policy and procedures

· To Communicate effectively with a wide range of stakeholders across the public, community/voluntary and charity sectors

1. GENERAL ADMINISTRATION

· Develop, implement and maintain systems and procedures

· Respond to enquiries regarding programmes and awards, either in writing or in person by telephone

· Draft papers, reports and policy documents as discussed and agreed with line manager

· Ensure completeness of documentation and files in accordance with policies and procedures

· Filing and retrieval of records as required

1. INFORMATION MANAGEMENT

· Using Management Information systems to manage, monitor report and recommend actions

· Maintain and update the financial information held on the grants information system database and Government Funding Database

· Extract reports and statistics from Management Information System as requested

1. General

· Assist the team to deliver a friendly, efficient and effective service to partner organisations

· Relief cover for reception and postal duties on a rota basis when required

· Take an active part in the preparation and participation of annual and mid-year Performance Reviews and Personal Development Interviews, including the identification and bringing to the attention of your line manager areas of learning and development to meet agreed objectives

· Any other relevant and related duties as may reasonably be required by your line manager from time to time





This job description is not to be regarded as exclusive or exhaustive. It is intended as an outline indication of the areas of activity and will be amended in the light of the changing needs of the organisation.





Revised 2020

