	NI INTERCHANGE SCHEME
	Ref: I/C 39/22

HOSTING PROFORMA
 (
Armagh City, 
Banbridge
 and Craigavon Borough Council
)
    Name of Host  
    Organisation

1.  Interchange Manager’s details
 (
Aisling Knipe
)
             Name

 (
Armagh City, 
Banbridge
 and Craigavon Borough Council
)     Organisation/
        Department
 (
T
he Palace Demesne
Armagh
BT60 4EL
)
              Address
       


 (
0300 0300 900   
)         Telephone                                               Fax number
             Number
 (
a
isling.knipe@armaghbanbridgecraigavon.gov.uk
)               
               E-mail


 (
Policy 
and 
Executive Officer (Northern Ireland)
)Type of Opportunity


2.  Details of hosting opportunity

	To co-ordinate and support the NI Solace Group Branch activities and planning process in Northern Ireland having regard to the principles of continuous improvement, performance management and partnership working.  The post will specifically:

· Co-ordinate the development, review and monitoring of the purpose of the group, its priorities and the outcomes it hopes to achieve.
· Provide practical policy and research support to the Branch, its Executive and individual members, on all aspects of the development and implementation of legislation, policy and funding opportunities affecting local government in Northern Ireland making recommendations for direction and action.
· Act as a point of contact for DfC for Local Government matters
· Maintain an effective link with the Solace Group at national level, contributing to the delivery of the Solace Group communications, membership and events strategies.
· Support the commercial activity of Solace in Business and co-ordinate the liaison with the Corporate Partners and other commercial activity including professional development and training.
Postholders are expected to work collaboratively with colleagues within the Solace Group, partner agencies and other organisations for the delivery of excellent integrated services for our customers.
All staff will be collaborative and flexible in their duties, modelling the Group's core values and standards in carrying out the job.
A full Job Description and Person Specification is at Annex A.


             


      Main objectives of the opportunity

	Strategic Direction

1. Devise and put in place a process to support the branch in developing and setting its strategic direction.

2. Make recommendations and support the group to Lead, Shape, Learn, Do, Connect and Sustain.

3. Devise and implement a cyclical process for setting of strategic outcomes, priorities and targets by the Branch.

4. Devise and put in place a processes for reviewing and monitoring progress including a performance management framework for the Branch.

5. Represent SOLACE NI at meetings or working groups as directed by the Chair/Executive.

6. Direct the work of the CEOs to help achieve the SOLACE outcomes.

7. Lobby regionally on matters relevant to SOLACE outcomes.


Policy Review and Development

8. Initiate, review and evaluate policies as required.

9. Prepare reports, recommendations and presentations to the Branch and Branch Executive and co-ordinate reports and presentations from other sources as necessary.

10. Evaluate draft legislation, external policy documents and directives making recommendations of direction/action to SOLACE and individual Councils.  Taking any resultant action, as determined by the Branch Executive.

11. Ensure that control and reporting systems operate effectively.

12. Undertake policy or other work for the Solace Group at national level upon request.


Research

13. Research and prepare presentations on strategic, policy and business topics as determined by the Branch Executive.

14. Provide research assistance arising from wider public service development issues, national initiatives and joint working groups as determined by the Branch Executive.

15. Provide research in relation to parliamentary questions, inter-governmental initiatives, consultation papers etc. and draft responses.


Administrative

16. Line manage the administrative officer ensuring effective secretariat support for the Branch/Executive and any working group.

17. Provide papers, research queries and convene meetings and events, as appropriate.

18. Assist the Branch Executive Group in the preparation of agenda etc. for Solace NI meetings.

19. With support of the national Solace Group, oversee the organisation of events and seminars as required by the Solace NI Branch and help market national Solace events to NI Solace members.


Membership Marketing/Communication

20. Implement the national Solace Group’s membership marketing, recruitment and retention strategy across Northern Ireland.

21. Continually develop the Branch’s corporate image in line with effective strategy implementation.

22. Assist the Branch Executive in the development and improvement of marketing and communication strategies.

23. Promote the work of Solace within district councils and the wider public service.

24. Provide an ongoing linkage with the NI Chief Executives’ Forum.

25. Report outcomes of Solace NI Branch activity to Solace Group Board.


General

26. Undertake any other duties commensurate with the level of the post and which can reasonably be expected to be within his/her capability





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

	Essential

Relevant Degree or relevant Professional Qualification to degree level (Education/Qualification areas may include Public Administration, Economics, Regeneration, Planning, Policy and Community Development

3 years experience at senior management level with a proven track record of achievements in the following areas:
· Working effectively with Senior Management and political structures in a demanding strategic, performance driven  and citizen focused service environment
· Researching and implementing policy based on legislation and best practice.
· Formulating and overseeing key projects within allocated resources and timeframes
· Communicating effectively and developing positive relationships and partnership working, internally and externally

Desirable

· 4 years experience at senior management level

· Experience in a local government/public sector background and a good understanding of the corporate framework within which Councils operate.

· Experience of securing external funding and/or corporate sponsorship

· Experience of working with Government Departments at a senior level representing the views of Local Government





4.  Personnel: Please state below

         Who will the individual report to? 
	
Chair of Solace Group NI Branch/Solace Executive Group 




         Who will be the individual’s line manager and/or reporting officer?
	Chair of Solace Group NI Branch/ Solace Executive Group 






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

	
Individual 
This opportunity will give the postholder greater experience in working collaboratively with colleagues within the Solace Group, partner agencies and other organisations for the delivery of excellent integrated services for our customers.

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


Host Organisation:
The Council will benefit from different perspectives and experiences brought by an individual from another Council.





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 successful candidate is identified and a release date agreed.

Duration:  12 months initially but may be extended subject review and funding.

Location:  Post Holder will be located in the location of the current SOLACE Chair (ABC BC area with hybrid arrangements are facilitated).

Funding:  The host organisation will meet salary and associated costs and the salary range is: £56,170–59,444. 

Further information: Niamh Shannon, Acting Head of HR and Organisations Development by email at:  Niamh.shannon@armaghbanbridgecraigavon.gov.uk  

Closing Date: Applications must be submitted by Noon on Thursday 9 June 2022 

	interchangesecretariat@finance-ni.gov.uk 





7.  Endorsement

     Interchange Manager

	Aisling Knipe


Signed:


	27 May 2022


Date:		

Annex A


Job Description




Person Specification
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‘ sqlace

Post:

Department:

Location:

Reports to

Salary:

Hours:

Duration:

JOB PURPOSE

SOCIETY OF LOCAL AUTHORITY CHIEF EXECUTIVES

AND SENIOR MANAGERS (SOLACE GROUP)
NORTHERN IRELAND (NI) BRANCH

JOB DESCRIPTION

Policy and Executive Officer (Northern Ireland)
SOLACE NI

Location will vary 12 months at a time and will be in line with the
location of current SOLACE Chair.
Some hybrid working may also be permitted

Chair of Solace Group NI Branch/
Solace Executive Group

PO10 (SCP 51-54) £56,170 - £59,444 per annum

37 hours per week, Monday to Friday. A flexible working hours
system is in operation. Occasionally the post holder may be required
to work outside normal office hours to assist with meetings, functions
or events.

Initially 12 months but may be extended subject to review and
funding

To co-ordinate and support the NI Solace Group Branch activities and planning process in
Northern Ireland having regard to the principles of continuous improvement, performance
management and partnership working. The post will specifically:

e Co-ordinate the development, review and monitoring of the purpose of the group,
its priorities and the outcomes it hopes to achieve.

e Provide practical policy and research support to the Branch, its Executive and
individual members, on all aspects of the development and implementation of
legislation, policy and funding opportunities affecting local government in Northern
Ireland making recommendations for direction and action.

e Act as a point of contact for DfC for Local Government matters

e Maintain an effective link with the Solace Group at national level, contributing to the
delivery of the Solace Group communications, membership and events strategies.





2022-0212T

e Support the commercial activity of Solace in Business and co-ordinate the liaison
with the Corporate Partners and other commercial activity including professional
development and training.

Postholders are expected to work collaboratively with colleagues within the Solace Group,
partner agencies and other organisations for the delivery of excellent integrated services for
our customers.

All staff will be collaborative and flexible in their duties, modelling the Group's core values
and standards in carrying out the job.

MAIN DUTIES AND RESPONSIBILITIES

Strategic Direction

1. Devise and put in place a process to support the branch in developing and setting its
strategic direction.

2. Make recommendations and support the group to Lead, Shape, Learn, Do, Connect
and Sustain.

3. Devise and implement a cyclical process for setting of strategic outcomes, priorities
and targets by the Branch.

4. Devise and put in place a processes for reviewing and monitoring progress including
a performance management framework for the Branch.

5. Represent SOLACE NI at meetings or working groups as directed by the
Chair/Executive.

6. Direct the work of the CEOs to help achieve the SOLACE outcomes.

7. Lobby regionally on matters relevant to SOLACE outcomes.

Policy Review and Development

8. Initiate, review and evaluate policies as required.

9. Prepare reports, recommendations and presentations to the Branch and Branch
Executive and co-ordinate reports and presentations from other sources as
necessary.

10. Evaluate draft legislation, external policy documents and directives making
recommendations of direction/action to SOLACE and individual Councils. Taking any
resultant action, as determined by the Branch Executive.
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11. Ensure that control and reporting systems operate effectively.

12. Undertake policy or other work for the Solace Group at national level upon request.

Research

13. Research and prepare presentations on strategic, policy and business topics as
determined by the Branch Executive.

14. Provide research assistance arising from wider public service development issues,
national initiatives and joint working groups as determined by the Branch Executive.

15. Provide research in relation to parliamentary questions, inter-governmental
initiatives, consultation papers etc. and draft responses.
Administrative

16. Line manage the administrative officer ensuring effective secretariat support for the
Branch/Executive and any working group.

17. Provide papers, research queries and convene meetings and events, as appropriate.

18. Assist the Branch Executive Group in the preparation of agenda etc. for Solace NI
meetings.

19. With support of the national Solace Group, oversee the organisation of events and

seminars as required by the Solace NI Branch and help market national Solace events
to NI Solace members.

Membership Marketing/Communication

20. Implement the national Solace Group’s membership marketing, recruitment and
retention strategy across Northern Ireland.

21. Continually develop the Branch’s corporate image in line with effective strategy
implementation.

22. Assist the Branch Executive in the development and improvement of marketing and
communication strategies.

23. Promote the work of Solace within district councils and the wider public service.

24. Provide an ongoing linkage with the NI Chief Executives’ Forum.





2022-0212T

25. Report outcomes of Solace NI Branch activity to Solace Group Board.

General

26. Undertake any other duties commensurate with the level of the post and which can
reasonably be expected to be within his/her capability

The Job Description is intended as a general guide and is not an inflexible specification. It
may be altered from time to time as the postholder, the Society and working practices
develop, always in discussion with the postholder.

Please note that completed applications must be submitted online not later than the
closing date and time as stated on the application form.

Human Resources Section (Armagh Office)

Armagh City, Banbridge & Craigavon Borough Council
Council Offices

The Palace Demesne

Armagh

Co Armagh

BT60 4EL

T: 028 37529605
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‘ solace
Northern Ireland

PERSON SPECIFICATION

POST Policy and Executive Officer
DEPARTMENT SOLACE NI
LOCATION Post Holder will be located in the location of the current SOLACE Chair
FACTORS ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT

Qualifications e Relevant Degree or relevant Application
and training Professional Qualification to

degree level

(Education/Qualification

areas may include Public

Administration, Economics,

Regeneration, Planning,

Policy and Community

Development)
Experience 3 years experience at senior 4 years experience at | Application/

management level with a proven senior management Interview

track record of achievements in the
following areas:

e Working effectively with
Senior Management and
political structures in a
demanding strategic,
performance driven and
citizen focused service
environment

e Researching and
implementing policy based
on legislation and best
practice.

e Formulating and overseeing
key projects within allocated
resources and timeframes

e Communicating effectively
and developing positive
relationships and
partnership working,
internally and externally

level

Experience in a local
government/public
sector background
and a good
understanding of the
corporate framework
within which Councils
operate.

Experience of
securing external
funding and/or
corporate
sponsorship

Experience of
working with
Government
Departments at a
senior level






2022/0212T

representing the
views of Local
Government

Key skills,
knowledge and
attributes

Awareness of NI local
Government functions and
responsibilities, and related
Public Services

Strong managerial,
financial/resource, business
and analytical skills with a
creative approach to
problem solving and change
management

Excellent interpersonal and
organisational skills, with
ability to think long term
and align activities to
strategic and corporate
plans and policies, and
prioritise in a demanding
environment maintaining
and improving services.

Ability to work under
pressure to meet a range of
differing demands.

Ability to deal with difficult
and sensitive situationsin a
diplomatic and professional
manner.

Ability to communicate in
written, verbal, IT, etc.
forms in a logical, succinct
and understandable way,
particularly on complex and
challenging policies and
issues

Application/
Interview
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Special Hold a full valid driving licence and Application
Circumstances have access to transport to meet

the requirements of the post; or,

Have access to a mode of transport

that will enable the post holder to

fulfil the role in full.
Working 37 hours per week, Monday to Application/
arrangements/ Friday. A flexible working hours Self-assessment
flexibility system is in operation.

Occasionally the post holder may
be required to work outside normal
office hours to assist with meetings,
functions or events.







