
NI INTERCHANGE SCHEME


Ref: I/C 39/23

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

	Communications Advisor 
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 post holder will be an integral member of the Corporate Communications team working closely with the Corporate Communications Manager (CCM) to deliver an effective and efficient corporate communications function to achieve key strategic objectives. 




  Main objectives of the opportunity

	Working across external, internal and digital communications, key elements of the role will include:
· Providing a press office function

· Supporting reputational issues management

· Supporting safety campaigns

· Social media and website management

· Political and stakeholder engagement

· Environmental monitoring and scanning

· Evaluating communication activities

· Event management 

· Corporate branding. 

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 (level 6 *) in a relevant subject e.g. Communications, Advertising and Marketing, Public Relations, Journalism or media studies 

AND

· Have at least 2 years’ experience working in a corporate communications function. 
Demonstrate:

· Experience of working in a busy press office environment effectively managing media enquiries.

· Experience of developing and implementing communications plans across multiple communication channels to promote organisational services, projects or initiatives 

· Experience of experience developing strong relationships with internal colleagues/stakeholders to facilitate collaborative communications. 
· 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? 

	Corporate Communications Manager


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

	Corporate Communications 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 Corporate Communications 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: Secondment until 31 August 2025 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 £35,411 - £38,296.

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 25 August 2023 to: 


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


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




7.  Endorsement

     Interchange Manager

	Shirley McDonnell


Signed:

	04 August 2023


Date:



ANNEX 1

Job Description and Person Specification 
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Job Description 


Reference Number: Interchange    Date: August 2023 


Directorate:  Corporate Services 


Department:  Corporate Communications 


Job Title:  Communications Advisor 


Grade:  PO2 


Reports to:  Corporate Communications Manager 


MAIN PURPOSE 


The post holder will work closely with the Corporate Communications Manager 


(CCM) in delivering an effective and efficient corporate communications function to 


achieve key strategic objectives.   


Working across external, internal and digital communications, key elements of the 


role will include providing a press office function; supporting reputational issues 


management;  supporting safety campaigns; social media and website management, 


political and stakeholder engagement, environmental monitoring and scanning, 


evaluating communication activities, event management and corporate branding.  


The post holder will be an integral member of the Corporate Communications team in 


the provision of a modern, professional and responsive strategic communication 


service to support NIFRS in achieving it purpose, outcomes and values as outlined 


below: 
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Summary of Responsibilities: 


Strategic Communications Planning  


Supporting the CCM in: 


1. Delivering an effective and efficient corporate communications function and 
assisting in the development of a strategic approach to communications.   
 


2. Providing planned professional external, internal and campaign management to 
ensuring that the reputation and profile of NIFRS is enhanced and protected. 
 


3. Acting as a link between NIFRS and its external and internal stakeholders.  
 


4. Maximising opportunities for positive publicity and for building trust, confidence 
and stakeholder engagement through effective integrated collaborative 
communications planning. 
 


5. Regularly reviewing and quality assuring the effectiveness of communication 
activities.  
 


6. Representing NIFRS as communications advisor on internal and external 
committees, projects and groups as required. 


7. Provide support and advice on brand guidelines. Responsible for ensuring the 
consistent implementation of guidelines internally and externally.   


External communications  


Responsible for: 


1. Delivering a media relations and press office function working in a busy 
emergency service communications environment and escalating issues as 
required.   
 


2. Developing communication plans and drafting news releases, media statements, 
media briefings, organising photo calls etc across a range of activities including 
operational incidents, corporate news, organisational enquiries and issues as 
required.  
 


3. Supporting the CCM in providing effective external corporate communications 
solutions and strategic communications advice to key stakeholders in line with 
communication plans and strategies.  
 


4. Supporting the CCM in NIFRS crisis communications and media management 
approach. 
 


5. Providing a daily media, digital and political monitoring summary to ensure 
appropriate organisational understanding and response and to identify emerging 
issues/trends.    
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6. Supporting the provision of effective media training, advice and guidance for 
NIFRS spokespeople.  
 


7. Delivering proactive communications to support the delivery of organisational 
safety campaigns in line with the Prevention and Protection Annual Plan including 
providing effective campaign solutions and advice, creative social media 
campaigns and activity.  
 


8. Support CCM in working collaboratively with other Communications colleagues in 
various emergency services, government departments and other public sector and 
other voluntary organsiations.   
 


9. To support the CCM in the development of advertising and marketing campaigns 
working with external agencies as required.  


 


Stakeholder Engagement 


1. Supporting the CCM in the development of a strategic approach to stakeholder 
engagement.  
 


2. Supporting the CCM in enhancing engagement and relationships with key 
stakeholders including political representatives through the development of public 
affairs and stakeholder engagement plans.  
 


3. Supporting  stakeholder engagement approach to various organisational projects 
(internal and external) as assigned. 


 


Internal communications  


 


1. Support the CCM in the development of communication plans and strategies to 
communicate, highlight and promote organisational engagement and corporate 
messaging across a suite of internal communication channels including internal 
Magazine, monthly engagement sessions , video messages to employees, 
leadership engagement sessions etc.  
 


2. To support the CCM in the development of new and innovative communications 
channels to enhance the internal communication provision in NIFRS.  
 


3. Responsible for developing engaging content for internal communications 
channels to support key corporate objectives.  
 


4. Responsible for maintaining an internal communications planner and advice to key 
stakeholders in line with communication plans and strategies.  
 


5. Facilitate collaborative internal communications and help develop and disseminate 
key organisational messages. 
 







6. Responsible for regularly monitor and review the effectiveness of internal 
communications continuously improve mediums for internal communication.  


 


 


Digital communications  


 


1. To support the delivery of organisational strategy and objectives and support the 
development of a consistent digital brand and voice.  
 


2. Working with the website provider, support the management, development and 
updating of content on NIFRS website and continually seeking opportunities to 
improve its use  
 


3. Support in the management and development of NIFRS social media platforms  
 


4. Lead in creating innovative engaging content to support internal and external 
communications. 
 


5. Provide social media training for NIFRS social media contributors.  
 


6. Evaluate campaign communications activity and produce campaign specific and 
monthly reports including analysing social media metrics to build reach and 
engagement.   


 


Communication Services  


 


1. Support the broader communications team in managing and prioritising workload.  
 


2. To represent the CCM as required and provide support and cover to ensure 
resilience as far as practicable. 


 
3. To undertake project work as directed by CCM using the principles of good project 


management.   
 


4. Provide support to develop and draft Business Cases, policy and contribute 
towards strategic and business planning as required in line with financial and 
procurement regulations, policies and procedures.  


 
5. To develop and maintain effective working relationships with key internal and 


external stakeholders including media.  
 


6. Working flexibly outside of normal working hours (Monday to Friday 9am to 5pm) 
as required.  This may require the post holder to take part in an On Call Rota. 
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General responsibilities  


1. To provide a high level of internal and external customers service including taking 
ownership of customer queries and complains and following issues through to 
completion. 
 


2. To comply with all NIFRS frameworks, policies and procedures, including but not 
limited to those relating to legal requirements such as equality, health and safety 
and information governance. 


 


 


Note: This summary of responsibilities and personal duties is not intended to be 


exclusive or exhaustive. The post holder may be required to undertake various other 


duties as deemed necessary and commensurate with the level of responsibility of the 


post. NIFRS reserves the right to update the Job Description to reflect the changing 


needs of the Service in consultation with the post holder. 


 







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 


(level 6 *) in a relevant subject e.g. 


Communications, Advertising and Marketing, 


Public Relations, Journalism or media studies.  


AND 


 Have at least 2 years’ experience working in a 


corporate communications function.  


Essential Application Form/  


Pre-employment 


check 


Knowledge, Skills and Experience continued 


 Can demonstrate experience of working in  a busy 


press office environment effectively managing 


media enquiries  


 Can demonstrate developing and implementing 


communications plans across multiple 


communication channels to promote organisational 


services, projects or initiatives. 


 Can demonstrate experience developing strong 


relationships with internal colleagues/stakeholders 


to facilitate collaborative communications.   


Essential 


 


Essential 


 


 


Essential 


Application Form/  


Interview/ 


Assessment 


Application Form/  


Interview/ 


Assessment 


Application Form/  


Interview/ 


Assessment 


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 
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Desirable 


 A Post Graduate qualification or equivalent in a 


relevant subject e.g. Communication, 


Advertising and Marketing; Public Relations, 


Journalism or Media Studies..  


 


 Experience of working in Communications/Press 


Office within a public sector organisation.   


Desirable 


 


 


Desirable 


Application Form 


 


 


Application Form 


  


*Examples of Level 6 qualifications are; Bachelor’s degree (with or without honours), 


Graduate diploma, Graduate certificate, Level 6 awards, diplomas and certificates, 


level 6 NVQ and Degree apprenticeship.  






