
NI INTERCHANGE SCHEME


Ref: I/C 32/23

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

	Capital Build & Assets Co-ordinator 
The Northern Ireland Fire & Rescue Service (NIFRS) protects and serves the entire population of Northern Ireland, an area of over 5,500 square miles and with a population of 1.8 million, providing them with a range of fire and rescue services.

The Capital Build & Assets Co-ordinator will be an integral member of the Facilities & Assets team and provide strategic support and advice to the Capital Build & Asset Manager to develop and deliver the Facilities Strategy through the Capital Build & Asset function. Support the development and implementation of the Property Asset Management Strategy and the delivery of a ‘fit for purpose’ estate in line with the Facilities & Assets Strategic Business Plan. 



  Main objectives of the opportunity

	The post holder will:

· Provide strategic support and advice to the Capital Build & Asset Manager to develop and deliver the Facilities Strategy through the Capital Build & Asset function. Support the development and implementation of the Property Asset Management Strategy and the delivery of a ‘fit for purpose’ estate in line with the Facilities & Assets Strategic Business Plan.

· •Be responsible for the management of capital projects, assets and infrastructure programmes, including co-ordination of activities across directorates and the effective and efficient delivery of the Capital Build & Asset function.

· Represent and deputise for the Capital Build & Asset Manager at various internal and external meetings.

Full Job Description and Person Specification attached in Appendix 1

	


3.  Skills requirements

       What qualities, skills and experience is required from the individual

	Applicants must:

· Possess a Degree or equivalent level qualification in a relevant subject i.e. Construction; Building Surveying, Energy and Building Services Engineering, Planning and Property Development, Estates Management or equivalent. 
AND

· Minimum of three years’ relevant post qualification experience within a facilities/estates management role. 
OR

· Possess a HND/HNC or equivalent level qualification in a relevant subject eg. Construction; Building Surveying, Energy and Building Services Engineering, Planning and Property Development, Estates Management or equivalent; 

AND

· Have at least 4 years’ relevant post qualification experience within a facilities/estates management role.

OR

· Have at least 7 years’ experience within a facilities/estates management role.
Demonstrate:
· Experience of successfully managing new build construction projects..

· Experience of successful delivery of construction procurement and contract management.

· Excellent leadership, planning, organisational and project management skills;

· Ability to work under pressure of multiple deadlines;

· Strong communication, interpersonal and influencing skills;

· Ability to develop and maintain productive working relationships;

· A strong customer orientation;

· Excellent attention to detail. 

· Possess a full, current UK driving licence or have access to a form of transport which enables them to fulfil the full requirements of the job. 


4.  Personnel: Please state below

         Who will the individual report to? 

	Capital Build & Asset Manager


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

	Capital Build & Asset Manager


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

     individual and their organisation. 
	This is a fantastic opportunity for a suitably qualified individual to further their experience of capital build and project management within NIFRS.



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 identified and a release date has been agreed.
Duration: 12 months with possible extension
Location: NIFRS Headquarters, 1 Seymour Street, Lisburn, BT27 4SX
Resources: This post is office based and all resources will be provided. There may be the opportunity for Hybrid Working however the post-holder will be expected to be flexible to meet the needs of the role.
Funding: NIFRS will meet the salary and associated costs for the role.  The salary range is currently £38,296 - £41,496.
Further information: Process will consist of shortlisting and may be followed by interview if required. For further information please contact Shirley McDonnell on Tel: 028 9266 4221 or by email at: Shirley.McDonnell@nifrs.org. 
Closing Date: Applications must be submitted by Noon on Friday 04 August 2023 to: 


For NI Civil Service departmental staff only: secondments@hrconnect.nigov.net  


For staff from all other organisations:
 interchangesecretariat@finance-ni.gov.uk 




7.  Endorsement

     Interchange Manager

	Shirley McDonnell


Signed:

	14 July 2023


Date:



Annex 1
Capital Build  Assets Co-ordinator, NIFRS

Job Description and Person Specification
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Job Description 


Reference Number: Interchange    Date: July 2023 


Directorate:  Corporate Services 


Department:  Facilities & Assets 


Job Title:  Capital Build & Assets Co-ordinator 


Grade:  PO 3 


Reports to:  Capital Build & Asset Manager 


MAIN PURPOSE 


To provide strategic support and advice to the Capital Build & Asset Manager to 


develop and deliver the Facilities Strategy through the Capital Build & Asset function. 


Support the development and implementation of the Property Asset Management 


Strategy and the delivery of a ‘fit for purpose’ estate in line with the Facilities & 


Assets Strategic Business Plan.  


To be responsible for the management of capital projects, assets and infrastructure 


programmes, including co-ordination of activities across directorates and the effective 


and efficient delivery of the Capital Build & Asset function. 


To represent and deputise for the Capital Build & Asset Manager at various internal 


and external meetings. 


To contribute as an integral member of the Facilities & Assets team to support the 


vision and mission of NIFRS as outlined below: 







 


2 | Capital Build & Assets Co-ordinator 


 


  







Summary of Responsibilities: 


Capital Build 


1.  Provide expert advice to the Capital Build & Asset Manager in the implementation 


of the Facilities & Assets Strategic Business Plan in developing and delivering an 


estate that is ‘fit for purpose’ and enables the transformation and modernisation of 


the organisation in line with its strategic needs and in accordance with budgetary 


constraints.  


 


2.  Provide expert advice to the Capital Build & Asset Manager to establish, develop 


and implement the annual Capital budgets in a timely and efficient manner to 


enable the effective delivery of identified Facilities & Assets needs and to manage 


the individual budgets assigned them in achieving an annual breakeven position. 


 
3.  The day to day management of the appointed Contractors and Design Teams, in 


line with departmental procedures, including but not limited to quality of work, 


response times and site inspections.  


 
4.  Develop professional working relationships with the appointed Design Teams and 


Contractors to deliver an effective and efficient station refurbishments, extensions 


and new build works across the designated areas of responsibility. Attend, and 


input to, monthly design team and contractor meetings to chart progress and 


address issues, whilst acting as lead officer for NIFRS. 


 
5.  Establish effective working relationships with the appointed Design Team to 


develop plans and specifications and agreed desired outcomes for upcoming 


projects and programmes. 


 
6.  Through management of multi-disciplinary teams, proactively deliver complex 


capital and minor works projects (£30k-£250k); station refurbishments and 


extensions (£250k - £1m) and new build works (£1m - £6m), in a cost effective, 


structured and timely fashion.  


 
7.  Communicate and manage amendments to work timelines and specifications with 


relevant parties to ensure targets are met.   


 
8.  Investigate, assess and develop innovative solutions to construction and value for 


money issues as they arise. 


 
9.  Determine the best route to procurement, in line with Legislation, this will involve 


procurement of services through the Dynamic Shortlisting System and 


eTendersNI. 


 
10. Report on progress, issues, risks and challenges on contracts and projects to the 


Capital Build & Asset Manager. 
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11. Communicate with and influence key stakeholders including managers, 


contractors and consultants to ensure compliance with approved codes of 


practice and relevant statutory requirements. 


 
12. Lead in negotiations with HSE, Building Control, Land & Property Services & the 


NIFRS legal services provider to ensure NIFRS’ interests and use of properties 


are fully considered in any negotiations relating to the estate including proposed 


refurbishment works, rent reviews, lettings, acquisitions and disposals associated 


with refurbishment and new build construction works. 


 
13. Manage New Engineering Contract (NEC) 3 and NEC4 contracts through the 


contract management software application for NEC contracts, CEMAR. 


 
14. Work collaboratively with other external agencies such as Procurement and 


Logistics Services and Capital & Procurement Delivery – Health Projects (CPD-


HP) to develop a range of contracts to achieve high quality, cost effective 


services. 


 
15. Ensure regulatory compliance, managing risk and value for money in all contracts 


and projects within the Capital Build & Asset Co-ordinator role. 


 
16. Contribute to the maintenance of a database of contractors in compliance with 


the Risk Management Strategy, and ensure contractors are aware of their 


obligations in relation to health and safety legislation. 


 
17. Provide expert advice to the Capital Build & Asset Manager in the development 


and implementation of an environmental management system in order to meet 


the environmental obligations and energy reduction targets of NIFRS. 


 
18. Deliver the Capital Build & Asset Management function in line with the Corporate 


Environmental Management Framework, to ensure works are being delivered and 


managed in a consistent manner, meeting the Operational needs of the 


organisation. 


 
19. Be responsible for maintaining an up-to-date knowledge of legislation in relation 


to capital development e.g.  planning, building control, health and safety, 


environmental protection etc.  


 
20. Provide expert advice to the Capital Build & Asset Manager in respect of capital 


projects, assets and infrastructure issues (£250k-£6m). 


 
21. Provide expert technical advice and support to colleagues within the NIFRS. 


 
22. Manage capital build refurbishments (£250k - £1m) and new build construction 


works (£1m-£6m) which will include all aspects of procurement, contract, staff, 







people and building management using the principles of good project 


management. 


 
23. Act as Principal Designer for Capital Build works up to £1m and provide technical 


advice and support to colleagues across NIFRS. 


 
24. Prepare, manage and deliver capital improvement projects relating to the NIFRS 


estate, including the 10-Year Capital Plan, in accordance with the principles of 


good management. 


 
25. Plan, manage, monitor and coordinate health and safety during the pre-


construction phase and provide information to the principal contractor to facilitate 


the planning, managing, monitoring and coordination of health and safety during 


the construction phase. 


 


Capital Build 


1. Administer the Assets Management Strategy to complement NIFRS’ strategic aims 


and contribute to its corporate business planning process. 


 


2. Administer and deliver against the Estate Strategy, Property Asset Management 


Plan and associated business plans. 


 
3. Provide expert expertise and advice to the Capital Build & Asset Manager in 


ensuring regulatory compliance, managing risk and value for money; and the 


production of a 5-Year Property Asset Management Plan for NIFRS. 


 
4. Contribute to the development, establishment and maintenance of suitable 


policies, procedures and systems relating to asset management so that records 


are centralized and standardised.  


 
5. Ensure the implementation of strategic Departmental policies and other related 


corporate initiatives. 


 
6. Develop, establish and maintain robust inventory cataloguing, monitoring and 


checking reporting processes to provide assurance on the appropriate utilisation 


of all assets. 


 
7. Prepare, manage and deliver cost improvement plans relating to asset 


management. 


 
8. Ensure NIFRS’ interests and the use of properties is negotiated, including rent 


reviews, lettings, acquisitions, disposals and environmental management 


arrangements. 
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9. Undertaking of regular Operational Asset Appraisal Surveys to establish an 


accurate and up-to-date position in relation to property assets in line with 


Departmental requirements. 


 
10. Conduct reviews and make recommendations to ensure NIFRS is carrying its 


responsibilities in relation to its assets and facilities. 


 


Project Management 


1. Undertake Capital Build related project work (station refurbishments, extensions 


and new builds) in line with current legislation. 


 


2. Carry out surveys to identify works packages e.g. station refurbishment and 


extension schemes (£250k - £1m) and new build works (£1m - £6m),  


 
3. Develop scheme proposals using architectural drawing software. 


 
4. Produce specification and drawings in the form of a tender package for issue 


through eTenderNI and the Dynamic Procurement System, on completion 


undertake evaluation and award of successful and unsuccessful tenders. 


 
5. Co-ordinate NIFRS personnel, contractors and consultants to ensure compliance 


with the relevant statutory requirements including health and safety legislation 


and environmental obligations, in the delivery of work programmes. Produce 


briefing documents for the appointed Design Team to enable cost estimates for 


development works.  Collaborate with the Design Team to further develop plans 


and specifications and agree desired outcomes for upcoming projects and 


programmes. 


 
6. As Project Manager, manage and monitor station refurbishments, extensions and 


new build work programmes in support of improvement proposals, and complete 


post-project evaluations. 


 
7. Ensure utilities conservation and maximise energy efficiency through design 


development. 


 
8. Ensure that governance requirements are met, including the identification, 


management and reporting of risks in relation to work schemes. 


 
9. Delivery of a range of complex and competing construction works across a range 


of  sites using the NEC3 and NEC4 suite of contracts, representing the 


contracting authority (NIFRS) in the administration of contracts, including 


monitoring and performance management. 


 
  







Policy Development 
 
1. Research, develop new and review existing Departmental policies as required in 


accordance with best practice and the legislative context. 
 


2. Ensure the implementation of Departmental policies and other related corporate 
initiatives. 


 
3. Develop stakeholder engagement strategies for projects and engage and consult 


regularly with stakeholders as per the strategy. 
 


4. Represent the Capital Build & Asset Manager, if required, on regional multi-
disciplinary teams. 


 
5. Contribute as required to the preparation of the Facilities strategy and associated 


plans. 
 
 


Performance and Financial Management 


1. Contribute to the performance of the capital build & asset management team by 


achieving objectives in line with service level agreements or equivalent, ensuring 


that maximum benefit is derived from the service provided.  


 


2. Ensure compliance with financial and procurement rules, adhering to limits of 


financial authority, and provide effective governance of the Facilities & Assets 


budget and management of contractors. This involves procurement of services 


through the Dynamic Shortlisting System and through eTenders. 


 
3. Establish and implement procedures for monitoring the performance of the Design 


Team and contractors. 


 
4. Manage and monitor design teams, contractors, works and financial performance 


against agreed KPIs and milestones. 


 
5. Establish optimal utilisation of the contract management software application and 


the 3i estates management system to ensure compliance. 


 
6. Undertake project evaluations with the Capital Build & Asset Manager to identify 


progress, issues, risks and lessons learned from ongoing and completed projects. 


 
7. Prepare detailed business cases, tenders and quotations in line with financial and 


procurement regulations, policies and procedures and corporate timescales. 


 
8. Manage and monitor capital and revenue expenditure against allocated budgets. 


 
9. Operate within the principles of good performance management, strategic decision 


making, attendance management and personal development. 
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10. Ensure governance arrangements are met, including identification, management 


and reporting of financial risks, in relation to projects. 


 
11. Be responsible and accountable for delegated budgets in line with financial 


regulations, policies and procedures and corporate timescales to ensure that 


resources are allocated appropriately and benefits to NIFRS are maximised. 


 
12. Provide regular reports to the Capital Build and Asset Manager outlining progress, 


strategic decisions taken, issues and potential risk to projects and provide 


assurance to senior management. 


 


General Responsibilities 


1 Maintain an up-to-date knowledge of organisational policies and procedures at a 


corporate and local level. 


 


2 Undertake the duties in such a way as to improve and protect the reputation and 


public profile of the NIFRS. 


 
3 Maintain an up-to-date knowledge of developments across a broad range of Capital 


Build & Asset-related activity to include changes to regulations, legislation and 


national/local terms and conditions of employment (Continuing Professional 


Development). 


 
4 Responsible for promoting, upholding and implementing all NIFRS policies, plans 


and procedures and those relating to legal requirements such as equality, health 


and safety, data protection and freedom of information, etc. 


 
5 Represent the Capital Build & Asset Manager, as necessary, at external forums, 


such as Tender Evaluation Exercises and the Regional DoH Estates Group, to 


promote collaboration and promote good practice. 


 
6 Maintain Capital Build & Asset Managements related databases using range of 


software packages. 


 
7 Undertake any other duties which may be assigned to meet organisational need 


and the change agenda and which are reasonably regarded as within the nature of 


the duties, responsibilities and grade of the post as defined. 


 
8 Represent the Capital Build & Asset Manager as required. 


 


 







Person Specification 


Applicants must provide evidence by the closing date for application that they meet 


the following essential criteria: 


Criteria 
Essential/ 
Desirable 


When 
Assessed 


Knowledge, Skills and Experience 


 Possess a Degree or equivalent level qualification 


in a relevant subject i.e. Construction; Building 


Surveying, Energy and Building Services 


Engineering, Planning and Property Development, 


Estates Management or equivalent; and  


 Have at least 3 years relevant post qualification 


experience within a facilities/estates management 


role. 


OR 


 Possess a HND/HNC or equivalent level 


qualification in a relevant subject eg. Construction; 


Building Surveying, Energy and Building Services 


Engineering, Planning and Property Development, 


Estates Management or equivalent; and 


 Have at least 4 years’ relevant post qualification 


experience within a facilities/estates management 


role. 


OR 


 Have at least 7 years’ experience within a 


facilities/estates management role. 


 


 


Essential Application Form/  


Pre-employment 


check 
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Knowledge, Skills and Experience continued 


 Demonstrate experience of successfully managing 


new build construction projects. 


 


 Demonstrate experience of successful delivery of 


construction procurement and contract 


management 


 
 


 Can demonstrate: 


a) Excellent leadership, planning, organisational 


and project management skills; 


b) Ability to work under pressure of multiple 


deadlines; 


c) Strong communication, interpersonal and 


influencing skills; 


d) Ability to develop and maintain productive 


working relationships; 


e) A strong customer orientation; 


f) Excellent attention to detail. 


 


Essential 


 


Essential 


 


 


 


Essential 


 


 


Application Form / 


Assessment/ 


Interview 


Assessment/ 


Interview 


 


 


Assessment/ 


Interview 


 


Other Requirements 


 Possess a full, current UK driving licence or have 


access to a form of transport which enables them 


to fulfil the full requirements of the job. 


Essential 


 


Application Form/ 


Pre-employment 


checks 


  






