NI INTERCHANGE SCHEME
	Ref: I/C 24/20

HOSTING PROFORMA

    Name of Host  Northern Ireland Office







    Organisation

1.  Interchange Manager’s details
Elizabeth Martin

             Name

     Organisation/NIO - Human Resources Business Delivery Group

        Department
Stormont House
Stormont Estate
Belfast
BT4 3SH



              Address
       

        Telephone                                      028 9052 3515


             Number
               Elizabeth.martin@nio.gov.uk 


               E-mail

Type of Opportunity[bookmark: _GoBack]Secretary to the Civil Service Commissioners.  (0.8 Full time equivalent)
The period of secondment will be for a period of 2 years with the possibility of an extension of up to an additional 12 months, subject to the agreement of all parties.  






2.  Details of hosting opportunity
      Description of opportunity
	The Northern Ireland Office is offering a secondment opportunity to staff at substantive Principal Officer and analogous grades to lead and manage the Northern Ireland Civil Service (NICS) Commissioners’ Office in Stormont House.  The post is offered on a part-time basis as a 0.8 full-time equivalent and the work pattern is negotiable with the Chairperson.
The Civil Service Commissioners for Northern Ireland (OCSC) exist to ensure that appointments to the Northern Ireland Civil Service are based on merit through fair and open competition.   The Commissioners also have a role in hearing appeals under the NICS Code of Ethics.  The Office of the Commissioners (OCSC) is headed by the Secretary and provides all necessary support to enable the Commissioners to carry out their functions effectively. The Business Delivery Group (BDG) of the NIO is the sponsor of the OCSC.
Applications are invited from staff at substantive Principal Officers / Grade 7 and analogous grades who have the relevant skills and experience to undertake the duties outlined in the Job Description.  
Applications will also be considered by those not employed within the salary band on offer, providing they can demonstrate that they meet the essential criteria as detailed below.
Security clearance to CTC level is required for this post.


           
 Main objectives of the opportunity
	The main duties will include:
Strategic / Policy Advice and Development
· initiate and formulate policy development within an existing legislative framework;
· review and reform key policy documents, including the Recruitment Code, Regulations, Code of Ethics Guidance and initiating policy development/revision, as appropriate;
· liaise with NICS HR in DoF in relation to a range of policy and HR procedural issues and promote effective engagement, as required; 
· provide policy advice and analysis on a range of casework, including requests from departments to appoint individuals as an exception to merit; requests in relation to the interpretation of the Recruitment Code; and appeals from NICS members in relation to the Code of Ethics;
· ensure Commissioners’ equality responsibilities are fulfilled; 
Leadership/Management
· lead and manage preparations for Commissioners’ formal business meetings, including the drafting of discussion papers and supporting information, presenting papers as appropriate and ensuring that follow-up action is taken; 
· oversee and lead the effective management of the annual Audit Programme and providing support, as required;
· support the Chairperson in promoting, building and maintaining productive relationships with key stakeholders, including the NICS Board, NICS HR, and NIO; 
· oversee the effective management and implementation of the 4-stage Authorisation process for all SCS appointments; 
· lead and strategically manage the Commissioners' administrative support team and the operational workflow processes; 
· provide advice and support to the Chairperson and Commissioners;
Planning 
· ensure that corporate governance and business planning requirements are met, by ensuring that the Office fulfils its responsibilities to the NIO as sponsor body, including, information security, Freedom of Information and assurance statements;
· lead and manage the Commissioners' strategic business planning process and present in-year progress reports on performance against targets; 
· draft and publish Commissioners’ Annual Report; and
· manage the Office’s budget in line with business plan objectives and ensure the delivery of required efficiency savings and best value, including managing and monitoring the budget and providing reports to Commissioners to maximise innovation and improvement.



3.  Skills requirements       
       What qualities, skills and experience is required from the individual
	Candidates will be assessed against the following essential criteria: 
•	The ability to demonstrate an understanding of the Northern Ireland Civil Service, how it accounts to an independent regulatory body to promote public confidence and ensures adherence to statutory requirements. 
•	The ability to develop and maintain effective, collaborative relationships with senior management, colleagues and stakeholders, including across other government bodies, and to use communication skills to achieve results.   
The personal competencies required are consistent with the competency framework for the Principal Officer.  For this post, the candidate will be expected to demonstrate the following key competencies:
· Making Effective Decisions 
· Communicating and Influencing
· Managing a Quality Service
· Changing and Improving



4.  Personnel: Please state below
         Who will the individual report to? 
	Mark Byers
Deputy Director Business Delivery Group
Northern Ireland Office
mark.byers@nio.gov.uk 



5.  Transfer of learning
Please give details of how the Opportunity will benefit your organisation, the individual and their organisation. 
	This is a great opportunity to take on a key leadership role in a small but highly important organisation which has a critical regulatory role.  The successful applicant will help ensure that appointments to the Northern Ireland Civil Service (NICS), and will have the opportunity to enjoy a high degree of autonomy and personal responsibility in delivering the strategic and operational management of the Office of the Civil Service Commissioners.
The successful applicant will also gain transferable skills in planning, drafting, budget management and providing advice to senior leaders. 




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 the possible.
Duration: Two years, with the possibility of an extension up to a further 12 months, subject to agreement of all parties.  
Location: Stormont House, Stormont Estate, Belfast
Resources: Office based with relevant facilities, although Commission staff are currently working from home and have the necessary IT kit to support that.
Salary Scale:  The successful candidate could expect to be appointed on a salary within the range of £43,958 and £63,831 dependent on current salary level and experience, in line with existing terms and conditions and pay policy.
Selection: Interviews are likely to be held early in August. 
Contact:  If you require any further information about the post, please contact Mark Byers at mark.byers@nio.gov.uk   
Closing Date: Applications by way of the Candidate Proforma ( to incl CV, Statement of Suitability, Community Background Form & Diversity information) must be submitted by 5.00pm on Friday 10 July, to the following email account: 
interchangesecretariat@finance-ni.gov.uk  




7.  Endorsement
Interchange Manager

	Elizabeth Martin


Signed:

	19 June 2020


Date:		
I/C 24/20
