		Ref: I/C 76/19
NI INTERCHANGE SCHEME


Hosting Opportunity Proforma
 (
Ulster Scots Agency
)
    Name of Host  
    Organisation

1.  Interchange Manager’s details
 (
Lorna Elliott 
)
             Name

 (
Ulster Scots Agency - Corporate Services
)     Organisation/
        Department
 (
31 Gordon Street
Belfast
BT1 2LG
Northern Ireland
)
              Address
       




 (
028 9026 1988
)         Telephone                                               Fax number
             Number
 (
lelliott@ulsterscotsagency.org.uk
)               
               E-mail


 (
Marketing Officer  
)Type of Opportunity


2.  Details of hosting opportunity

      Description of opportunity
 (
The North/South Language Body was set up as one of the North/South bodies under the Belfast Agreement of 1998.  The body comprises two agencies, 
Tha
 
Boord
 o Ulster-Scotch (The Ulster-Scots Agency) and 
Foras
 
na
 
Gaeilge
 (The Irish Language Agency).  The Ulster-Scots Agency is part of the Language Body, which is a North/South implementation body sponsored by the Department of Culture, Arts and Leisure (DCAL) and the Department of Arts, Heritage and the Gaeltacht  (DAHG). The Body was established on the 2nd of December 1999 under the North/South Co-operation (Implementation Bodies) (Northern Ireland) Order 1999 and the British Irish Agreement Act 1999. The functions of the Ulster-Scots Agency are the promotion of greater awareness and use of 
Ullans
 and of Ulster-Scots cultural issues, both within Northern Ireland and throughout the island.
)          
             














 (
To promote the Ulster-Scots language, heritage and culture within Northern Ireland and Border counties by delivering a substantial programme of outreach activities directly and in partnership with others.  
 
You will be a key marketing personnel which supports the Agency and its aims and objectives.  Your role will be to create high-quality and eye-catching content for the Agency’s websites, social media channels and internal communications. This content could be showcasing the variety of programmes/work the Agency has successfully undertaken.  
Your job will be to get to know and the Agency’s departments finding the expertise and sniffing out great and/or interesting stories, then creating amazing content every week (whether it’s words, photos, audio, video, or a combination of these).. 
and
 making sure your content is bang on – message and seen by our target audiences. 
The job will require an innovative approach to produce a bi-monthly newspaper – you will be directly responsible for editing content and creating and selecting interesting content to share the Ulster-Scots stories across the province and bordering counties. 
MAIN ACTIVITIES:
Manage the delivery of a programme of large scale promotional events, either directly or in conjunction with partner organisations.
Ensure the effective and efficient administration of facilities, projects and programmes including adherence to corporate guidelines and procedures, action plans, issuing contracts, contractual arrangements, reports, procurement procedures and financial reconciliation. 
Contribute to the effective delivery of operational objectives of the Agency. 
Initiate and assist in the organisation, implementation and evaluation of a programme of events in the Agency. 
Ensure the effective promotion and marketing of the Agency and its programmes, workshops and events including interpretative information, education packs, 
press
 releases and liaising with other Agency departments.  
To build positive working relationships with relevant officers in local councils and other relevant agencies. 
Act as lead event co-ordinator for marketing events, external hires.  Collaborating with other departments, hired services and operate staff to ensure high quality service delivery. 
Ensure good governance compliance with all policies financial and procurement procedures for hire services and resources for marketing events.  Issue contracts ensuring they are signed and returned and adhere to legislative requirements. 
Assist with the development, implementation and review of Business Plans and annual estimate for the Agency.  Monitor and report on performance relating to the Business Plan and budgets. 
Provide reports, as directed by the Agency as appropriate to the Board and other Agency committees as required. 
Undertake training as required to progress the Agency’s marketing team. 
Contribute to the performance of the marketing department to ensure key performance indicators for the department are achieved. 
To maintain a high profile of Ulster-Scots Agency through assisting in the implementation of an effective communications strategy for the Agency.
To represent the Ulster-Scots Agency at public functions and meetings and to make regular presentations to relevant and appropriate bodies.
To promote and distribute research papers and publications to enhance the awareness of Ulster-Scots of the Community in general.
To periodically review all materials used by the Agency to take advantage of on-going technological development. 
Adhering to Agency’s contract management policies and managing budget lies as appropriate.
To work flexibly across all departments and venue in accordance with operational needs.  Ensuring necessary high standard of service delivery and consistency are achieved. 
Deliver lead generation, engagement, and amplification activities via our website, Email marketing tool and social channels (YouTube, Facebook.. 
etc
)
Running on-going tracking, reporting and analysis in Google Analytics, Google Webmasters and 
MailChimp
Content writing for our websites, press, social media and articles in a timely manner, creative and grammatically correct manner.  
Due to the nature of the duties, some evening and weekend work will be required. 
The above is given as a broad range of duties and is not intended to be a complete description of all tasks.
)      Main objectives of the opportunity

















































 (
Ensure good governance compliance with all policies financial and procurement procedures for hire services and resources for marketing events.  Issue contracts ensuring they are signed and returned and adhere to legislative requirements. 
Assist with the development, implementation and review of Business Plans and annual estimate for the Agency.  Monitor and report on performance relating to the Business Plan and budgets. 
Provide reports, as directed by the Agency as appropriate to the Board and other Agency committees as required. 
Undertake training as required to progress the Agency’s marketing team. 
Contribute to the performance of the marketing department to ensure key performance indicators for the department are achieved. 
To maintain a high profile of Ulster-Scots Agency through assisting in the implementation of an effective communications strategy for the Agency.
To represent the Ulster-Scots Agency at public functions and meetings and to make regular presentations to relevant and appropriate bodies.
To promote and distribute research papers and publications to enhance the awareness of Ulster-Scots of the Community in general.
To periodically review all materials used by the Agency to take advantage of on-going technological development. 
Adhering to Agency’s contract management policies and managing budget lies as appropriate.
To work flexibly across all departments and venue in accordance with operational needs.  Ensuring necessary high standard of service delivery and consistency are achieved. 
Deliver lead generation, engagement, and amplification activities via our website, Email marketing tool and social channels (YouTube, Facebook.. 
etc
)
Running on-going tracking, reporting and analysis in Google Analytics, Google Webmasters and 
MailChimp
Content writing for our websites, press, social media and articles in a timely manner, creative and grammatically correct manner.  
Due to the nature of the duties, some evening and weekend work will be required. 
The above is given as a broad range of duties and is not intended to be a complete description of all tasks.
)

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

	1. All applicant must hold a third level qualification (*Post A-Level) in a relevant discipline and a minimum of three years’ experience as a marketing/digital marketing/communications officer: 

Or 

Applicants who do not hold the relevant third level qualification must have a minimum of five years’ experience as a marketing/digital marketing/communications officer. 

2. Experience of using Wordpress or similar CMS to upload and edit content. 

3. Experience of using Mail Chimp or similar Email marketing platforms.





4.  Personnel: Please state below

         Who will the individual report to? 
 (
Director of Education and Language
)



         Who will be the individual’s line manager and/or reporting officer?
 (
Director of Education and Language 
)



5.  Transfer of learning
     Please give details of how the Opportunity will benefit your organisation, the 
     individual and their organisation.
 (
The benefits to each party are listed below: 
USA: will benefit from the experience of a different organisation; will gain high quality development experience in various areas
Individual: will benefit from experience in a growing sector with a varied workload in Leadership and Strategy, Marketing and Promotion, Organisational Improvement and Community Development.
Individual’s Parent Organisation: will benefit from individual’s experience in a public sector arm’s length body with a mix community development, grants and funding, and marketing and promotions.
)













6.  Logistics
     Please provide details of the likely start date, duration, location, resources (i.e.;
     desk, PC, fax etc.) and funding arrangements for the opportunity.
 (
Start Date
: The post can be filled as soon as a suitable candidate has been identified and a release/start date has been agreed.
Duration
: This will be a secondment to the Ulster Scots Agency for a period of twelve months, with the possibility of an extension (subject to agreement of all parties).    
Salary
: 
£30
,
526 - 
£32,157
Location
: Ulster Scots Agency – 31 Gordon Street, Belfast BT1 2LG.  Travel will be required in NI therefore access to a suitable form of transport which allows the individual to fulfil the requirements of the post will be required.
Funding
: Salary and associated costs will be funded by USA.
Selection
: A shortlist may be prepared based on the information submitted on the candidate pro forma and only those shortlisted will be called for interview.  It is important therefore to state how and to what extent you meet all the experience knowledge and skills listed above.  
Contact
: For further information about this position, please contact:    
Lorna Elliott
HR/Office Manager
Ulster Scots Agency
Tel: 028 9026 1988
E: 
lelliott@ulsterscotsagency.org.uk
Closing Date: 
Applications must be submitted by 
5.00pm on 
Friday 22
 
November 2019
 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
 (
Lorna Elliott
)
     Signed

 (
4
th
 November 2019
)       Date
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