
NI INTERCHANGE SCHEME
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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

	Armagh Observatory & Planetarium (AOP) wish to recruit an interim Head of Corporate Services for a period of up to 12 months (with a possible extension).
The Head of Corporate Services (HOCS) will report directly to the Chief Executive Officer / Director and will be responsible for directing and managing all of the internal support services and activities of AOP in accordance with the Partnership Agreement with the Department for Communities (DfC) and the policies, goals, and objectives set by the Director and AOP Management Committee.  In collaboration with the other members of the Senior Management (SMT), the HOCS will lead and direct the following functions: finance; human resources; ICT; information systems; office services and secretariat; estate, buildings, grounds and facilities management; health and safety, business planning and reporting, corporate governance, contract management, and procurement and performance management.

As a member of the SMT, the HOCS will oversee AOP’s day-to-day operating activities – including budgetary management and control; revenue and sales growth (in partnership with other members of the SMT), and costs and margin control.  They will work collaboratively with senior management colleagues on the preparation and delivery of AOP’s Business Plan.


      Main objectives of the opportunity

	Management Oversight of AOP’s Support Functions

Overseeing AOP’s support functions (finance; human resources; ICT; information systems; office services and secretariat; estate, buildings, grounds and facilities management; health and safety, business planning and reporting, corporate governance, contract management & procurement and performance management) and continuously improving service delivery, focusing on quality, service integration, compliance and value for money.  Ensure that AOP’s support functions are delivered in an innovative, collegiate and collaborative way making best use of all available resources.  Ensure that appropriate processes, policies and procedures are in place across the support service portfolio, and implement effective arrangements to ensure legal, regulatory and corporate compliance.

Collaboration

Collaboration with all internal and external stakeholders to establish effective working relationships / partnerships.  To include:

· Regular liaison with Department for Communities (DfC) to provide accurate Financial & Governance returns and ensure overall compliance with the Partnership Agreement.
· Participate in commercial and growth activities to support AOPs overall business objectives and plans.
· Collaborate with other external stakeholders, including the local council, heritage partners and potential funders in helping to achieve AOP’s strategic objectives.
· Work in partnership with other members of the SMT in regard of CSR, Monitoring Round Bids, Easements etc.

Governance

Ensuring and promoting good governance across AOP including:

· Ensuring appropriate processes and procedures are in place across the support service portfolio, and implement effective arrangements to ensure legal and corporate compliance.
· Responsibility for compliance with all tendering and procurement requirements.

· Manage and maintain AOP’s Risk Register, ensuring that appropriate and effective controls are in place for the management of risk.

· Completion of all assurance returns on a timely basis to verify compliance with standards.

Strategic Leadership

Provide strong and effective leadership for all staff working in the administrative support functions and serve as a member of the SMT.  Line management for senior staff within the corporate support service functions.

Human Resources

Overseeing and compliance with HR laws/regulations and payment of salaries to all staff.  Ensuring all relevant payments to Inland Revenue, pension companies and other payroll related organisations are made on time and that appropriate records are maintained.  Provide advice to CEO and MC on HR issues, tax issues, NIC, PAYE as required.
Corporate / Executive Leadership

Contribute to the corporate leadership and management of AOP as a member of the Senior Management Team by promoting a culture of openness, transparency and accountability, including the development and monitoring of the business planning process and KPI measurement.



3.  Skills requirements

       What qualities, skills and experience is required from the individual

	Education and Qualifications 

This post requires, as a minimum, a third level qualification/degree in a business, management, law, organisational development, personnel management / HR or finance related discipline.

With the minimum qualification, AOP would also seek at least 3 years post qualification experience in a middle or senior management role.
Knowledge and Skills

Due to the nature of this role it is necessary for the role holder to have a sound working knowledge of HM Treasury’s guidelines on the use of public monies, including ‘Managing Public Money’ and other similar guidance.  The role holder must have a well developed understanding of accountability and corporate governance requirements, including experience in the strategic planning/business planning, organisational risk management process and in the oversight of the implementation of audit recommendations.

In addition the role holder must have experience in the fields of financial management, human resource management (including grievance and disciplinary procedures), IT systems to support service delivery, facilities management and information management.

In terms of skills and competence, the role holder needs to be a strong communicator with good interpersonal skills and be capable of adapting their style to the target audience both internally and externally.  The role holder needs to have well developed organisational and people management skills and have the negotiation, influencing and persuasion skills to resolve complex and sensitive issues.

The HOCS must be strong creatively and have the ability to lead and develop innovative solutions to problems as they emerge, particularly in relation to the formulation of strategies, policies and procedures.



4.  Personnel: Please state below

         Who will the individual report to? 

	AOP Director



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 anyone with appropriate Corporate Services experience to oversee a wide range of corporate activities in a unique organisation supported by an experienced Corporate team.



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  - 12 months with possible extension
Location: Armagh Observatory, College Hill Armagh.
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: AOP will meet the salary and associated costs for the role.  The salary range NICS Grade 7 and is currently £55,207 to £59,049 (under review).
Further information: Process will consist of shortlisting and interview, which will take place in March 2025.  For further information please contact Lisa O’Neill on Tel: 028 37512951 or by email at: lisa.oneill@armagh.ac.uk. 
Closing Date: Applications must be submitted by 5.00pm on Friday 14 March 2025 to: 


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


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




7.  Endorsement

     Interchange Manager

	Lisa O’Neill


Signed:

	17/02/25


Date:
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Secondment – Interim Head of Corporate Services
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