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Ref: I/C 45/21

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

	· Job Title – HR Project Officer 

· Main Purpose of Job 

To support the Head of Human Resources and Organisation Development (HR&OD) in the delivery of a range of modern, efficient, effective and responsive Human Resources and Organisation Development services for the Council.

To take the lead in the provision of a Human Resources project support as required across the Council which will include:-

•
Recruitment, Selection and employment 

•
Employee Induction, Learning, Development and Performance Management

•
Employee Relations

•
Management of attendance

•
HR Policy/procedure development and implementation

•
Organisation Development


      Main objectives of the opportunity

	Main Responsibilities:

1. Implement the Council’s agreed policies and procedures and best practice in relation to the selection and appointment of employees, including the
 preparation of Job Descriptions, Person Specifications, advertisements, participation on and, where required, chairing shortlisting and interview 
panels, issuing appointment letters etc.

2. Issue statements of main terms and conditions of employment in accordance
 with relevant employment legislation.

3. Ensure that information is provided to payroll to ensure the correct payment
 of salary/wages to all employees.

4. Implement appropriate arrangements to ensure the effective induction of employees into their roles and into the Council

5. In conjunction with Directors, Heads of Service and managers, ensure 
appropriate arrangements are implemented to effectively monitor and  

manage employee performance and learning and development in
 accordance with the Council’s agreed procedures and policies.

6. Implement appropriate learning and development interventions which 
ensure employees and managers are adequately equipped with the 
necessary skills and abilities to effectively undertake their roles within the Council.

7. Keep up to date with changes in employment legislation and case law affecting the Council and make recommendations to amend HR practice, policies and procedures to ensure compliance with legislation and best practice Human Resource Management.

8. Liaise with the Council’s legal advisor(s) to ensure the Council meets 
it’s legal and statutory obligations to employees and contribute to the 
Council’s response to any employment related complaints or investigations.

9. Provide management support in the implementation of all employee 
policies and procedures including those relating to discipline, grievance 
and attendance management and ensure the consistent application and implementation of policies and procedures.

10. Support managers in the management of attendance and ensure 
appropriate steps are taken in relation to short and long term absences.

11. Ensure the Computerised HR system is used efficiently and maximum its potential to support the HR&OD function.

12. Implement appropriate learning and development initiatives to support 
the Council’s current and future needs and ensure appropriate records
 are maintained.

13. Provide support and assistance with the management of organisational change and development 

14. Ensure that the principles of good practice and legislation relating to equal opportunities is implemented fairly and consistently throughout all aspects
 of the HR&OD function.

15. Prepare and, relevant reports for consideration by Senior Management 
Team, at Committee (where appropriate).

16. Comply fully with all Health and Safety at Work legislation in accordance with the Council’s Health and Safety at Work policy and all associated procedures and guidance.

17. Comply with all the Council’s Policies and Procedures including the Employee Code of Conduct and the Employee and Councillor Working Relationship Protocol.

18. Implement all Financial and Procurement policies and procedures.

19. Undertake the duties of the post at all times in a manner that enhances and promotes the positive image of Fermanagh and Omagh District Council.

The postholder should be aware that the responsibilities of the post may be subject to change to meet the specific priorities within the HR&OD Team.    The postholder will be required to be flexible and adaptable to meet the changing needs and requirements of the role.


3.  Skills requirements

              What qualities, skills and experience is required from the individual

	Applications are invited from applicants who meet the following criteria:
CIPD qualified to intermediate level or above (level 5) or equivalent / higher qualification

AND
Have at least two years’ experience within a Human Resource or related function with evidence of:-

a) implementing Human Resource policies and procedures

b) providing support and advice to managers in relation to Employee Relations issues e.g. disciplinary / grievance / complex attendance management 

c) Supporting an organisation through Human Resource Change management and development programmes.


4.  Personnel: Please state below

         Who will the individual report to? 

	Head of Human Resources and Organisation Development


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

	Head of Human Resources and Organisation Development


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 new work contacts and sharing and enhancing employees’ skills and broadening their experience. 

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 Fermanagh and Omagh District Council 
Fermanagh and Omagh District 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 possible
Salary Scale:       SCP 27 (£31,346 per annum pro rata)
Funding:             Fermanagh and Omagh District Council will pay salary costs.

Duration             Temporary for 6 months (with possible extension). 

                             37 hours per week (Monday – Friday)
Location:            Hybrid of home working and office based split 50% / 50%

approximately. The office base will be the Council’s Office in either Enniskillen or Omagh, this will be confirmed on appointment. There will also be a requirement to travel between the Enniskillen and Omagh bases to meet the needs and requirements of the role.
Further information:  For further information about this opportunity please contact claire.doody@fermanaghomagh.com 

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 12 Noon on Wednesday 30 June 2021 to interchangesecretariat@finance-ni.gov.uk.
*This opportunity is not open to NICS staff.



7.  Endorsement

     Interchange Manager
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Signed:

	16.06.2021


Date:



Fermanagh and Omagh District Council























Thelma Browne





Fermanagh and Omagh District Council, HR and OD 





Townhall 


2 Townhall Street 


Enniskillen 


Co Fermanagh, BT74 7BA





0300 303 1777





N/A





Thelma.browne@fermanaghomagh.com





Secondment – 6 months
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