	NI INTERCHANGE SCHEME
	Ref: I/C 96/21

HOSTING PROFORMA
 (
Lisburn & Castlereagh City Council
)
    Name of Host  
    Organisation

1.  Interchange Manager’s details
 (
Laura O’Connor
)
             Name

 (
Lisb
urn & Castlereagh City Council, HR and OD Unit
)     Organisation/
        Department
 (
Civic Headquarters 
Lagan Valley Island
Lisburn
BT27 4RL
)
              Address
       




 (
07554881607
) (
N/A
)         Telephone                                               Fax number
             Number
 (
Laura.O'Connor@lisburncastlereagh.gov.uk
)               
               E-mail


 (
Secondment
)Type of Opportunity


2.  Details of hosting opportunity

      Description of opportunity

	
Human Resource & Organisation Development Officer


KEY PURPOSE OF THE JOB:

As a member of the HR & OD supervisory team the post holder will be required to:

· Provide and develop a high quality HR & OD service to the Council in support of the corporate plan & strategic workforce plan.

· To operate in a dynamic and changing environment, inputting creative solutions to HR & OD issues and challenges, and provide professional advice on innovative HR & OD practice.



             






      Main objectives of the opportunity

	
KEY DUTIES AND RESPONSIBILITIES


1. Liaise with the managers of the unit to supervise and coordinate the relevant service areas (see below) within the designated area of responsibility. Provide interchangeability at HR & OD Officer level, in all designated areas.

1. Managing the advising and administrative requirements of the HR & OD Unit to provide a high quality provision of service to ensure that the HR & OD service meets best practice standards for internal and external customers.

1. Supervision and performance management of allocated staff.

1. To provide professional advice and support to the Councils Departments and Units on HR & OD issues at an operational level, to include partaking as a professional HR Representative at any relevant Council processes or meetings.

1. To provide support and advice to line managers in relation to the implementation of Human Resources policies and procedures. 

1. As directed, prepare reports and statistical returns to relevant Council Departments, external bodies and Council Committees.

1. Contribute to relevant policy work.

1. Liaise with other HR & OD Officer(s) in the day-to-day supervision of the Human Resource Unit and deputise for the managers of the unit, as required.

1. Ensure compliance with Council policies and procedures and operate within the highest standards on management and personal behaviour, which reflect the core values and behaviours of the organisation.

1. Ensure the provision of high standards of customer care across all the services provided by the unit and promote and manage the service effectively and communicate in a way, which embraces and promotes the public image and overall reputation of the Council.

1. Promote equality of opportunity and access in service delivery and in employment of staff through the mainstreaming of equality within the Council.

1. Develop and enhance working relationships with relevant partners and stakeholders to maximise corporate and community planning outcomes and to generate innovation in service delivery.


Assume a range of HR Generalist responsibilities at operational level to include the following;

1. Provide advice and guidance on all relevant employment legislation and national, regional and local conditions of service;
1. Develop and maintain the Human Resource Information Systems, as required ;
1. Liaise and communicate with the Council’s recognised Trade Union Representatives on HR & OD issues, as required;
1. Provide cover for the other Officers within the Unit.
1. Deputise for the Managers within the Unit, as required.




Depending on your designation, the services:

·  Human Resources:
· Employee Relations 
· Trade Union Relations 
· Recruitment & Selection
· Job Evaluation 
· Attendance Management & Occupational Health 

· Organisation Development
· Organisation Development, to include Organisation Design.
· Leadership & Development, to include Leadership.
· Performance Management
· Elected Member Development 
· Health & Wellbeing

· Payroll & Systems
· Compensation and Benefits, including pensions.
· Workforce Analytics and Planning 
· Information Systems 
· Documents and Record Planning 



Note:

The post holder should be aware that the responsibilities and functional areas of the post may be subject to change as a result of organisational change.  The Council therefore reserves the right to change the duties of the post by adding to or amending the range of functional responsibilities.  The post holder will be required to be flexible and adaptable to meet the changing needs and requirements of the organisation.







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

	
It is essential that applicants have a minimum of:

ESSENTIAL CRITERIA 

QUALIFICATIONS

It is essential that applicants have a minimum of:  
1.1 – A third level qualification (for example, NVQ Level 4 or Degree) or equivalent.

1.2 – Current Membership of the Chartered Institute of Personnel and Development

EXPERIENCE

1.3 – Three years’ relevant management experience in two of the following areas of responsibility:

1. Human Resources
1. Organisation Development
1. Payroll

1.4 – Three year’s relevant management experience in all of the following areas of responsibility:

1. Provision of advice and guidance to line managers on Generalist Human Resource issues
1. Line management responsibility for a team of employees


Where applicants do not hold the qualifications as outlined in 1.1 and 1.2, they must demonstrate a minimum of six years’ experience as outlined in 1.3 and 1.4

KNOWLEDGE

A working knowledge of computerised Human Resource Information Systems.






4.  Personnel: Please state below

         Who will the individual report to? 
	
Laura O’Connor, HR & OD Manager  




         Who will be the individual’s line manager and/or reporting officer?
	
Laura O’Connor, HR & OD Manager  




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

	
The opportunity will benefit the individual and organisation by:

Benefit to Individual
Developing good business relationships and sharing and enhancing employees’ skills. Offering the Employee a valuable career development opportunity, with the chance to make new contacts and gain experience within a different setting.

Benefit to individuals employer
Employee will enhance skills and will build relationships and contacts that will ultimately be of benefit to the employee in the future.

Benefit to Lisburn & Castlereagh City Council
Lisburn & Castlereagh City Council will benefit from different perspectives and experiences brought by an individual from another organisation that will enhance shared working in the future.




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 identifies and a release date agreed.
Salary Scale:       P02, NJC Spinal Column Points 29-32, £32,910 - £35,745 per annum

[bookmark: _GoBack]Duration:              1 year

Location:             Civic Headquarters, Lagan Valley Island, Lisburn, BT27 4RL

Further information: Selection for this post will be as follows:
· Shortlisting will take place on the basis of the criteria detailed above and final selection will be by interview

Closing Date: Applications must be submitted by 5.00pm on Monday 22 November 2021 to: interchangesecretariat@finance-ni.gov.uk





7.  Endorsement

     Interchange Manager

	Laura O’Connor 


Signed:



	08 November 2021


Date:		



Revised 2020

