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    Name of Host  
    Organisation

1.  Interchange Manager’s details
Catrina Miskelly – Assistant Director: Corporate Services 
(HR & Safeguarding)


             Name

     Organisation/Human Resources 


        Department

Downshire Civic Centre
Downshire Estate, Ardglass Road
Downpatrick BT30 6GQ


              Address
       




         Telephone                                               Fax number0330 137 4025




             Number
               recruitment@nmandd.org 


               E-mail


Type of OpportunitySecondment to the post of Sport Development Officer (to 31 January 2023 (however this duration may vary, and may conclude earlier or may be extended)









2.  Details of hosting opportunity

      Description of opportunity

	The postholder will assist the Sports Development Manager with the development and implementation of the Council’s strategies and departmental business plan, within their area of responsibility. They will be responsible in improving access to sport and physical activities for people of all ages and abilities.  In addition, they will support sporting groups, communities and organisations in the delivery of each of their relevant sports and activities. 




             

      Main objectives of the opportunity

	1. Assist the Sports Development Manager with the management of the Department’s Sports Development strategy in regard to all activities and usage including the development and implementation of all partnerships and programmes within the set budgets with the aim to increase community and sports activity within both Council’s outdoor and indoor facilities

2. Assist the Sports Development Manager with capital projects within the department including specifications, tendering processes under the Council procurement systems. Thereafter managing allocated specific projects in order to deliver within set timeframes and budgets.

3. Assist in the contribution to the development and implementation of all outdoor facilities policies and procedures for the community and sports user groups.

4. Delivery and implementation of sport, recreation and health initiatives.

5. Establish training programmes and workshops for all sports groups, clubs and individuals that encourage good practices and standards.

6. Assist the Sports Development Manager with development and delivery of all of identified programmes specific to both indoor and outdoor leisure activities.

7. Responsible for achieving targets/aims and objectives within the departmental business plan, to attain an active community.

8. Recruit and deploy volunteers in the delivery of various sporting programmes and activities, for both indoor and outdoor leisure. 

9. Assist in the coordination, promotion and deliver relevant activity plans, events and programmes specific to each community, underrepresented minority or targeted groups, in order to establish sustainable and increased participation. Also to ensure the district provides facilities and events to increase sports activity for ladies, third Age generation and disability sports.

10. Seek funding from both internal and externals funders in order to provide schemes and manage the successful applications in regard to the delivery of the programmes.

11. Liaise and engage with all stakeholders, elected member and other Council departments, user groups, voluntary and stator agencies in order to promote areas of responsibility and meet service needs.

12. Liaise with all local sports clubs to develop coaching, youth development and address issues such as safeguarding to manage clubs efficiently.

13. Work in partnership with school initiatives, to encourage participation in sport and organise school involvement with various Council programmes and events e.g.: Kilbroney cross country event.

14. Assist the Sports Development Manager, with all external bodies, for example Sports Association, Newry, Mourne Down and South Armagh (SANDSA), including servicing meetings, delivery of action plans, training and financial needs at each of the allocated D.E.A sports forums.

15. Assist the Sports Development Manager with the Council’s Sports Association programmes, training courses, athlete schemes, club mark accreditation and annual awards ceremony, including monitoring and evaluation of same.

16. Assist the Sports Development Manager with the delivery and management control of various partnership funded programmes and activities, for example, EBA 2020 Programmes, Disability SPORT NI programme in each respected DEA area and ensuring all activities and equipment are allocated as per the set national standards

17. In conjunction with the Commercial Development Support Officer, co-ordinate the publicity and marketing for Sporting programmes and activities, for both indoor and outdoor leisure.

18. Contribute and assist with the preparation of budgets, capital /revenue costs for rates estimates.

19. Produce written reports, business cases for the Head of Outdoor Leisure/ Sports Development Manager and attend necessary council committee meetings as requested.

20. To be a nominated Keeping Safe Trainer within the Council and maintain contacts and appropriate liaison with representatives of the relevant agencies and bodies.

Governance, Standards and Diversity 
21. Authorise and/or raise the purchase of goods and/or services in accordance with the Council’s procurement policy.

22. Lead by example by behaving at all times in accordance with Council’s values and promote same within the organisation and externally.

23. Ensure functions under the control of the post holder are operated in accordance with the Council’s risk management and governance processes, and that the appropriate documentation is completed and signed off as necessary.

24. Assist the Head of Service / Line Manager in ensuring the Council meets all statutory obligations and ensure that the highest standards of probity and good conduct are maintained at all times.

25. Adhere to and comply with all Council policies and procedures relevant to this role, including arrangements for risk management.

26. Postholder must work with the Head of Service/Line Manger to establish the needs of the customers and strive to ensure that these are met.

27. Postholder must treat all individuals with respect, respond sensitively to differences and encourage others to do likewise, ensuring equality of opportunity for all.


Performance Improvement
28. Keep up-to-date with changes and amendments to relevant and allied legislation including areas of best practice relating to the postholders service area.

29. Participate in employee training and development activities to ensure that knowledge, skills and competence required to fulfil the role in full are up to date.

30. Participate in the formulation, implementation and evaluation of the Department Business Plan.

Communication and Relationships

31. Contribute to Corporate, Departmental and Regional working groups as required. 
32. Actively participate in employee relations matters including undertaking investigations and chairing hearings relating to employment matters as required (e.g., discipline, grievance & harassment) and make decisions regarding appropriate outcomes with support from HR and in compliance with the relevant legislation.
33. Participate in the Council’s Recruitment and Selection processes as a panel member, including assisting the panel with development of person specification, identifying selection methods and adhering to advice given regarding current employment legislation and codes of practice.
34. Promote and ensure equality of opportunity, good relations and diversity in service delivery and employment by adhering to the Council’s Equal Opportunities in Employment policies and procedures and avoiding all forms of discrimination both as an employer and a service provider.
35. Uphold the Core Values of Newry, Mourne and Down District Council and work to achieve the wider organisational objectives as detailed in the Corporate Plan.
36. Participate in the Council’s Performance and Development Review process as detailed in the published scheme.
37. Contribute to Newry, Mourne and Down District Council in fulfilling all of its commitments in relation to anti-discrimination practices, its Equality Scheme and under the Northern Ireland Act 1998 and the Human Rights Act 1998. 
38. Carry out duties in compliance with the Health and Safety at Work Order 1978 (as amended); Acts of Parliament; Statutory Instruments and Regulations and other legal requirements; and all Council Policies and Procedures including Dignity at Work, Health and Safety, Attendance and all relevant Codes of Conduct.
39. Undertake the duties in such a way as to enhance and promote the positive reputation of Newry, Mourne and Down District Council.
40. Undertake all aspects of work respecting confidentiality and ensure that personal and/or sensitive information under the control or access of the postholder is used, stored and maintained in accordance with relevant data protection legislation.
41. Where applicable act as Designated Safeguarding Officer, First Aider, Fire Warden depending on service requirements in accordance with relevant legislation and Council Policy and Procedure.
42. Where applicable act as a keyholder and respond to emergency callouts as required.
43. When required, assist in the execution of the Council’s Emergency and Business Continuity Plans.
The list of duties / responsibilities must not be considered comprehensive nor exhaustive. They are simply a summary of the main duties / responsibilities that the post holder will be required to undertake.  No Job Description can cover every issue that may arise within the post at various times and the post holder is expected to carry out other duties from time to time which are broadly consistent with those in this Job Description.






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

	Have a minimum of a Level 4* qualification for e.g. HNC and 1 year’s experience in ALL of the following areas:
* 
One year’s experience:
· Responsible for the delivery of Sports Development programmes, including identifying and securing funding for same 
· Development of successful working partnerships with a wide range of groups and individuals
· Budget management and associated administration
· Successfully managing and delivering a variety of projects simultaneously and achieving results to meet timeframes, with external agencies.
* See link for equivalent qualifications guide in line with the Qualifications and Credit Framework (QCF: https://www.accreditedqualifications.org.uk/qualifications-and-credit-framework-qcf.htmlOR 

In lieu of qualification 2 years’ experience in ALL of the following areas:
· Responsible for the delivery of Sports Development programmes, including identifying and securing funding for same 
· Development of successful working partnerships with a wide range of groups and individuals
· Budget management and associated administration
· Successfully managing and delivering a variety of projects simultaneously and achieving results to meet timeframes, with external agencies.
· Experience of developing and implementing business cases for both SLA’s and funding applications.
· Experience of marketing and promotion of projects  
· Be able to demonstrate competence in use of e-mail and Microsoft office applications including word, excel, PowerPoint.
· Hold a full current driving licence and access to transport, or access to transport to meet the requirements of the post.
· Ability to work outside of normal office hours, including evenings, weekends and public/bank holidays (as and when required, to meet operational needs).




4.  Personnel: Please state below

         Who will the individual report to? 
	Sports Development Manager – Outdoor Leisure 



         Who will be the individual’s line manager and/or reporting officer?
	Sports Development Manager – Outdoor Leisure




5.  Transfer of learning
     Please give details of how the Opportunity will benefit your organisation, the 
     individual and their organisation. 
	The benefits to Newry, Mourne and Down District Council will include:

· improving access to sport and physical activities for people of all ages and abilities
· supporting sporting groups, communities and organisations in the delivery of each of their relevant sports and activities for both indoor and outdoor leisure and sport

The benefits to the individual will be:

· Experience gained in the development and implementation of the Council’s strategies and department business plan in relation to Sports Development 
· Experience of working within another organisation

The benefits to their organisation will be:

· Experience gained in the delivery of Sports Development programmes within a Council District.   








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.

	Duration:  Temporary until 31 January 2023 (to cover a period of maternity leave), which may conclude earlier or be extended

Location: Down Leisure Centre, Downpatrick

Resources:  Full office - standard resources (including a desk and PC) will be provided.

Salary:  The salary will be PO1 SCP 27-30 (currently £31,346 - £33,782 per annum, based on a 37-hour working week)

Hours:       37 hours per week
[bookmark: _GoBack]
Work Pattern:   Monday - Friday
                         
Selection:  Interview.

Contact:  Human Resources Department – 0330 137 4885 / 4025

Closing Date: Applications* must be submitted by 4.00pm Friday 11 February 2022 to:  interchangesecretariat@finance-ni.gov.uk.  







7.  Endorsement

     Interchange Manager

	[image: ]


Signed	



	17 January 2022



Date:		
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