
NI INTERCHANGE SCHEME


Ref: I/C 31/21

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

	The Human Resources Department of South Eastern Regional College provides a broad range of services which include matters relating to employment, administration of employee benefits, recruitment, equality, health, and wellbeing. 
The provision and guidance are for both managers and staff, we are one of the largest employers in the area, employing 900 full and part time staff. The HR Department operate from the Ballynahinch campuses, serving SERC campuses, Bangor, Ards, Lisburn and Downpatrick.

This role will provide cover for the role of Employee Relations and HR compliance Advisor who will assist the Senior HR Business Partner and HR Services Manager with the provision of an employee relations advisory and support service including but not limited to grievance, discipline, absence, and performance. In addition to this you will also assist in ensuring compliance with all aspects of SERC HR Services and assist in system development.



      Main objectives of the opportunity


3.  Skills requirements

  What qualities, skills and experience is required from the individual


4.  Personnel: Please state below

         Who will the individual report to? 


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

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

     individual and their organisation. 
	SERC
· Sharing of best practice from another public sector organisation. 
· To gain professional advisory and support service that can continue to develop and deliver the department service delivery.

· Gain alternative experience in the preparation of reports and statistical returns.
Individual

· Experience of providing professional advisory and support service in a fast-paced HR department. 
· Gain experience in the enhancement of HR compliance processes to ensure the department is maintaining accurate records. 
· Gain experience in a number of different HR related processes within the FE Sector
· Career development within a different sector.

Individual’s Organisation

· Transfer of learning from SERC’s best practice.

· Develop relationships across the public sector.

· Opportunity to gain greater understanding of the role of the FE sector within the wider NI public sector.

· Opportunity to develop training opportunities/knowledge transfer between organisations.



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: June 2021
Duration: 1 year secondment
Location: SERC, HR Department, Church Road, Ballynahinch, BT24 8LP
Resources: Desk, PC, Laptop
Salary: SERC will cover salary and associated expenses. Scale: £20,493 - £24,982.
Further information: For further information please contact Victoria Boyce by email at vboyce@serc.ac.uk
Closing date: Applications must be submitted by 5.00pm on Friday 21 May 2021 to: 

interchangesecretariat@finance-ni.gov.uk 

*This opportunity is not open to NICS Staff.




7.  Endorsement

     Interchange Manager

     Signed[image: image1.png]e





       Date

South Eastern Regional College























Emma Carson





Human Resources 





SERC


Church Road


Ballynahinch 


BT23 8LP











02891276730








ecarson@serc.ac.uk








Secondment – 12 months 


Employee Relations and HR Compliance Advisor





The main objectives of the secondment are:





Assist the HR Services Manager and Senior HR Business Partner in the provision of employee relations, including advice and information giving, update internal tracking system, assisting in the collation of relevant papers and provide support to staff involved in internal processes.


Provide support in the department’s monitoring, auditing and managing College sickness absence. 


Assist in the in the progressing of job evaluation processes.


Provide support with Compliance auditing across all HR services and processes.


Assist in the collation and monitoring of statistical information, to ensure quality standards are met as well as service level agreements.


Ensure accurate recording of HR Data on all internal systems. 


Assist with HR related tasks to ensure best practice.








Associate member or above of the Chartered Institute of Personnel and Development.


A minimum of two years (in the last five) experience within a busy HR department.  


In depth knowledge and understanding of HR procedures and standard practices.


Experience of computerised management information systems, data input and data retrieval.


Ability to manage conflicting priorities, achieve co-operation and building relationships across the College.








Mrs Victoria Boyce – Senior HR Business Partner





Mrs Victoria Boyce – Senior HR Business Partner
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