	NI INTERCHANGE SCHEME
	I/C 32/22
HOSTING PROFORMA
Newry Mourne and Down District Council






    Name of Host  
    Organisation

1.  Interchange Manager’s details
Catrina Miskelly – Assistant Director: Corporate Services 
(HR & Safeguarding)


             Name

     Organisation/Newry Mourne and Down District Council


        Department
Downshire Civic Centre
Downshire Estate,
Ardglass Road
Downpatrick, BT30 6GQ


              Address
       




         Telephone                                               Fax number0330 137 4025




             Number
               recruitment@nmandd.org


               E-mail


Type of OpportunitySecondment

Safety, Health and Emergency Planning Officer (SHEP)








2.  Details of hosting opportunity

      Description of opportunity

	To provide a comprehensive Health and Safety service to the Council. 

To support the coordination and implementation of the Council’s Emergency Planning strategy, and disaster recovery and business continuity plans. 

Day to day management of the Councils portfolio of Insurance and associated risk management processes. 

To fulfil the role of ‘competent person’ as outlined in the Management of Health and Safety at Work (NI) Regulations 2000. 

To deputise as required for the Safety, Health and Emergency Planning Manager.

[bookmark: _GoBack]A job Description and Person Specification can be dound at Annex A.



            


 
      Main objectives of the opportunity

	
To provide specialist technical advice to managers and staff on all matters within the areas of responsibility, advising on policy, procedure and best practice. 

2. To assist with the development of relevant policy and procedure. 

3. To prepare and present reports to management on all matters relating to the duties of the post, as required by the SHE Manager. 

4. To prepare and present evidence for civil, employee and public liability claims and criminal proceedings or enquiries on behalf of Council. 

5. To liaise with statutory bodies, internal and external stakeholders on issues pertaining to the post. 

6. To assist with the development and provision of training to on all areas of the post. 

7. To participate in consultation and negotiation through the local joint consultative mechanisms with management and the trade unions on areas within the remit of the post. 

8. To undertake project work related to the post as directed by SHE Manager using the principles of good project management. 

Insurance and Risk 
9. To ensure that all insurance related risk management procedures are adhered to and appropriate monitoring and reporting regimes are in place. 

10. Consult with Council’s insurers and appointed legal representatives in relation to claims. 

Emergency Planning & disaster recovery 
11. In conjunction with internal stakeholders, relevant statutory bodies and agencies (including the Emergency Planning Implementation Group and Coordination Officers) to assist with the testing, project management and review of Council Emergency Plan and business continuity and disaster recovery plans, ensuring preparedness for response. 

12. In the event of an emergency, to be available to act as crisis centre administrator both during working hours and out of office hours (changed/added). 

13. To assist in the development of the emergency and business continuity plans for all sections of the Council. 



Health and Safety 
14. Conducting investigations on major accidents and reporting to the SHE Manager on same. 

15. To monitor and inspect Council premises and activities for the purpose of compliance with legislation, suspending activities/works if required. 

16. Advise and support the work of the Council’s Occupational Health provider by executing investigations, preparing report on cases and advising on job related risk. 

17. To review risk assessments and support managers to implement risk management. 

18. To liaise with appropriate internal and external stakeholders to ensure the safe delivery of the Council’s events programme, ensuring adherence to Council terms and conditions. 

19. To actively participate in departmental and corporate Health and Safety Committees 





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

	1. Have a minimum of a Level 6* qualification in a relevant subject e.g., risk management, health and safety, environmental health, construction, engineering, insurance or emergency planning.
AND
A NEBOSH Certificate in Occupational Health & Safety. 
OR 
In lieu of a third level qualification have a NEBOSH Diploma in Occupational Health & Safety.

2. A minimum of 2 years’ relevant experience in a Health and Safety Management role to include: 

1. Experience of providing health & safety advice and support to managers, employees and external stakeholders.
2. Development and implementation of H&S 
policy and arrangements.
3. Experience of conducting workplace health & safety audits/inspections, producing reports and making recommendations on same .
4. Carrying out accident investigations and accident reporting.

3. Must be able to demonstrate competence in use of Microsoft Office applications including Word, Excel and email. 

4. Demonstrate in-depth knowledge of current health and safety legislation and risk management systems. 

5. Hold a full current driving licence and access to transport, or access to transport to meet the requirements of the post.

6. Ability to work outside of normal office hours, including evenings, weekends and public/bank holidays.


* See below link for equivalent qualifications guide in line with the Qualifications and Credit Framework (QCF: https://www.accreditedqualifications.org.uk/qualifications-and-credit-framework-qcf.html




4.  Personnel: Please state below

         Who will the individual report to? 
	Safety, Health and Emergency Planning Manager




         Who will be the individual’s line manager and/or reporting officer?
	Safety, Health and Emergency Planning Manager – Kelly McNiff




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

	Host Organisation:
Newry, Mourne and Down District Council will benefit from different perspectives and experiences brought by an individual from another organisation

Individual:
This opportunity will enrich the post holder’s experience and develop their experience, skills and knowledge across all elements of the safety, health and emergency planning.

The opportunity will provide experience of working with a wide range of stakeholders – internally and externally.

Parent Organisation:
This opportunity will enrich the post holder’s experience and develop their abilities in a broad range of areas.







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.

	Statr date: As soon as a suitable candidate is identified and a release date agreed.

Duration:  Temporary for 3 months with possible extension.

Location: Downshire Civic Centre, Downpatrick  or Monaghan Row, Newry.

Funding:  The salary will be PO2 SCP 29-32 (scp £33,486 - £36,371)

Selection:  Interview.

Further information: For further information please contact NMDDC Human Resources Department on Tel:  0330 137 4466
 
Closing Date: Applications must be submitted by Noon on Friday 10 June 2022, to:
	
interchangesecretariat@finance-ni.gov.uk 

*This opportunity is not open to NI Civil Service staff





7.  Endorsement

     Interchange Manager

	[image: ]





	19 MAY 2022


Signed:




Date:		



Annex A

Job Description



Person Specification
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Main Purpose of Post/Job Summary 
 


To provide a comprehensive Health and Safety service to the Council.  
 
To support the coordination and implementation of the Council’s Emergency Planning strategy, 
and disaster recovery and business continuity plans.  
 
Day to day management of the Councils portfolio of Insurance and associated risk management 
processes. 
 
To fulfil the role of ‘competent person’ as outlined in the Management of Health and Safety at 
Work (NI) Regulations 2000. 
 
To deputise as required for the Safety, Health and Emergency Planning Manager 
 


Job Description Number COS 01-18 (04) 
 


Grade/Salary 
 


P02 (SCP 29 - 32)  
 


Reports to 
 


Safety, Health and Emergency Planning Manager 


Base Location TBC 
 


Car User 
 
Access NI 
 
Rehabilitation of Offenders 
 
Directorate / Section 
 


Casual 
 
Basic 
 
Non Excepted 
 
Corporate Services / Estates & Capital Projects 


Responsible For 
 


• Health and Safety 
• Emergency Planning / Business Continuity 
• Insurance 
 


Date of Job Description January 2018 
 


Safety, Health and Emergency Planning Officer 
Job Description 


 







 


 


Duties and Responsibilities 
 


1. To provide specialist technical advice to managers and staff on all matters within the areas 
of responsibility, advising on policy, procedure and best practice. 
 


2. To assist with the development of relevant policy and procedure. 
 


3. To prepare and present reports to management on all matters relating to the duties of the 
post, as required by the SHE Manager. 


 
4. To prepare and present evidence for civil, employee and public liability claims and criminal 


proceedings or enquiries on behalf of Council. 
 


5. To liaise with statutory bodies, internal and external stakeholders on issues pertaining to 
the post. 


 
6. To assist with the development and provision of training to on all areas of the post. 


 
7. To participate in consultation and negotiation through the local joint consultative 


mechanisms with management and the trade unions on areas within the remit of the post. 
 


8. To undertake project work related to the post as directed by SHE Manager using the 
principles of good project management. 


 
Insurance and Risk 
 
9. To ensure that all insurance related risk management procedures are adhered to and 


appropriate monitoring and reporting regimes are in place. 
 


10. Consult with Council’s insurers and appointed legal representatives in relation to claims. 
 


Emergency Planning & disaster recovery 
 
11. In conjunction with internal stakeholders, relevant statutory bodies and agencies 


(including the Emergency Planning Implementation Group and Coordination Officers) to 
assist with the testing, project management and review of Council Emergency Plan and 
business continuity and disaster recovery plans, ensuring preparedness for response. 
 


12. In the event of an emergency, to be available to act as crisis centre administrator both 
during working hours and out of office hours (changed/added). 


 
13. To assist in the development of the emergency and business continuity plans for all 


sections of the Council. 







 


 


 
Health and Safety 
 
14. Conducting investigations on major accidents and reporting to the SHE Manager on same. 


 
15. To monitor and inspect Council premises and activities for the purpose of compliance with 


legislation, suspending activities/works if required. 
 


16. Advise and support the work of the Council’s Occupational Health provider by executing 
investigations, preparing report on cases and advising on job related risk. 


 
17. To review risk assessments and support managers to implement risk management. 


 
18. To liaise with appropriate internal and external stakeholders to ensure the safe delivery of 


the Council’s events programme, ensuring adherence to Council terms and conditions. 
 


19. To actively participate in departmental and corporate Health and Safety Committees 
 


Employee Management  
 
20. Be responsible for the direct line management of employees who report to the postholder, 


ensuring that matters relating to performance, attendance and discipline are addressed 
within agreed timescales and in accordance with Council Policies and Procedures. 
 


21. Ensure the timely and accurate completion of relevant electronic or paper based records 
relating to the management and supervision of employees under the control of the 
postholder, for example time and attendance returns, return to work interviews, appraisal 
documentation etc.  


 
22. Lead, motivate, appraise and develop employees under the management of the postholder 


ensuring at all times that employees:  
a. operate within the Council policies;  
b. achieve their objectives and targets in the most efficient and effective manner;  
c. work in a corporate and collaborative way with other services across all departments 


and directorates;  
d. purposively, efficiently and effectively work with the resources available, within the 


allocated time and budget; and 
e. continuously develop within their area of responsibility. 


 
Financial Management and Controls 
 
23. Authorise the purchase of goods and/or services in accordance with the Council’s 


procurement policy. 







 


 


 
24. Ensure functions under the control of the post holder are operated in accordance with the 


Council’s risk management and governance processes, and that the appropriate 
documentation is completed and signed off as necessary. 


 
Performance Improvement 
 
25. Keep up-to-date with changes and amendments to relevant and allied legislation including 


areas of best practice relating to the postholders service area, reviewing practices, making 
recommendations to the Assistant Director of the service and implementing service 
improvements, as appropriate. 
 


26. Participate in employee training and development activities to ensure that knowledge, 
skills and competence required to fulfil the role in full are up to date. 


 
General 
 
27. Carry out duties in compliance with the Health and Safety at Work Order 1978 (as 


amended); Acts of Parliament; Statutory Instruments and Regulations and other legal 
requirements; and all Council Policies and Procedures including Dignity at Work, Health 
and Safety, Attendance and all relevant Codes of Conduct. 
 


28. Undertake the duties in such a way as to enhance and promote the positive reputation of 
Newry, Mourne and Down District Council. 


 
29. Lead by example by behaving at all times in accordance with the Council’s values and 


promote same within the organisation and externally. 
 


30. Undertake all aspects of work respecting confidentiality and ensure that personal and/or 
sensitive information under the control or access of the postholder is used, stored and 
maintained in accordance with relevant data protection legislation. 


 
31. Contribute to Corporate, Departmental and Regional working groups as required. 
 
32. Actively participate in employee relations matters including undertaking investigations and 


chairing hearings relating to employment matters as required (e.g. discipline, grievance & 
harassment) and make decisions regarding appropriate outcomes with support from HR 
and in compliance with the relevant legislation. 


 
33. Participate in the Council’s Recruitment and Selection processes as a panel member, 


including assisting the panel with development of person specification, identifying 
selection methods and adhering to advice given regarding current employment legislation 
and codes of practice. 







 


 


 
34. Promote diversity across the organisation and in the Department by adhering to the 


Council’s Equal Opportunity policies and procedures and avoiding all forms of 
discrimination both as an employer and a service provider. 


 
The list of duties / responsibilities must not be considered comprehensive nor exhaustive. 
They are simply a summary of the main duties / responsibilities that the post holder will 
be required to undertake.  No Job Description can cover every issue that may arise within 
the post at various times and the post holder is expected to carry out other duties from 
time to time which are broadly consistent with those in this Job Description. 
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Person Specification 
 
Job Title: Safety, Health and Emergency Planning Officer   
 
Employees/Applicants must be capable of undertaking the duties and responsibilities as set out in the 
Job Description and fulfil the requirements of this Person Specification; which will be assessed through 
the appointment process. 
 
Employees/Applicants must be suitably qualified and experienced, be able to meet the criteria set out 
in this Person Specification and demonstrate they possess the key competencies for the position at a 
Operational level.  
 


FACTOR AND CRITERIA Essential Desirable Method of 
Assessment  


Education / Qualifications    


Have a minimum of a Level 6* qualification in a 
relevant subject e.g., risk management, health 
and safety, environmental health, construction 
engineering, insurance and emergency planning. 
AND 
A NEBOSH Certificate in Occupational Health & 
Safety.  
OR  
In lieu of a third level qualification have a 
NEBOSH Diploma in Occupational Health & 
Safety. 
 
Membership of the Institute of Occupational Health 
& Safety. 
 


Yes  
 
 
 
 
 
 
 
 
 
 
 


Yes 
 


• Application 
Form 


• Certificates 
 


Experience    


A minimum of 2 years’ relevant experience in a 
Health and Safety Management role to include:  
 
1. Experience of providing health & safety advice 


and support to managers, employees and 
external stakeholders. 


2. Development and implementation of H&S  
policy and arrangements. 


3. Experience of conducting workplace health & 
safety audits/inspections, producing reports 
and making recommendations on same . 


4. Carrying out accident investigations and 
accident reporting. 
 


 


Yes  
 
 
 
 
 
 
 
 
 
 
 
 
 
 


• Application 
Form 


• Interview 
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FACTOR AND CRITERIA Essential Desirable Method of 
Assessment  


Experience on managing staff. 
 
Experience in the implementation of emergency 
plans and responding to emergencies. 
 
Experience of advising managers on the 
development of emergency and business 
continuity plans. 
  
Experience of maintaining a portfolio of insurance 
and associated risk management processes.  
 
Experience of advising employers on public liability 
claims. 
  


Yes 
 


Yes 
 
 


Yes 
 
 
 


Yes 
 
 


Yes 


• Application 
Form 


• Interview 


Technical Skills and Knowledge    


Must be able to demonstrate competence in use of 
Microsoft Office applications including Word, Excel 
and email.  
 
Demonstrate in-depth knowledge of current health 
and safety legislation and risk management 
systems.  
 


Yes 
 
 
 


Yes 


 • Application 
Form 


• Interview 


Other Requirements    


Hold a full current driving licence and access to 
transport, or access to transport to meet the 
requirements of the post. 


 
Ability to work outside of normal office hours, 
including evenings, weekends and public/bank 
holidays 


Yes 
 
 
 


Yes 
 


 • Application 
Form 


• Driving 
Licence 
 


 
 
* See below link for equivalent qualifications guide in line with the Qualifications and Credit 
Framework (QCF: https://www.accreditedqualifications.org.uk/qualifications-and-credit-framework-
qcf.html 



https://www.accreditedqualifications.org.uk/qualifications-and-credit-framework-qcf.html

https://www.accreditedqualifications.org.uk/qualifications-and-credit-framework-qcf.html
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Competencies 
Competence at a operational level is essential for this post and will be assessed at the appropriate 
selection stage of the appointment process; using the Competency Framework for Local Government, 
which includes definitions of the competence groups and examples of positive indicators.  All of the 
competencies are considered relevant to this post and may also be assessed during probation and 
throughout employment in this role. 
 
Definitions have been provided and more information on the competency framework can be found at: 
http://www.lgsc.org.uk/fs/doc/publications/competency-framework-for-local-
government.pdf 
 
The defined competency level for this post is Operational. 
 


Competence 
Group 


Competence & high level definition  Assessment 
 


2  How We 
Manage 
Ourselves 


2.1 Managing Our Own Work 
Plans, structures and prioritises own work to 
achieve optimum results.  


Selection 
Interview / 
Assessment 


 
 


2.2 Developing Our Own Capability 
Looks for opportunities to learn and develop in order to 
deliver and add value to their own role. 
 


Selection 
Interview / 
Assessment 


 2.3 Communicating with Impact 
Presents a positive image by communicating effectively, 
being resilient and treating people fairly. 
 


Selection 
Interview / 
Assessment 


3  How We 
Work With 
Others 


3.1 Collaborating in a Political Environment 
Develops and manages effective networks by 
establishing common ground. 


Selection 
Interview / 
Assessment 


 


 3.2 Influencing Outcomes 
Adapts style and approach to achieve effective 
Outcomes. 
 


Selection 
Interview / 
Assessment 


4  How We 
Move Forward 


4.3 Achieving Results 
Takes personal responsibility for making things happen. 
Shows motivation and perseverance in 
overcoming obstacles and achieving results. 
 


Selection 
Interview / 
Assessment 


 



http://www.lgsc.org.uk/fs/doc/publications/competency-framework-for-local-government.pdf

http://www.lgsc.org.uk/fs/doc/publications/competency-framework-for-local-government.pdf




