	NI INTERCHANGE SCHEME
	Ref: I/C 61/22

HOSTING PROFORMA
 (
Victims & Survivors Service
)
    Name of Host  
    Organisation

1.  Interchange Manager’s details
 (
Paul Sharvin
)
             Name

 (
HR Manager
)     Organisation/
        Department
 (
1st & 4
th
 Floor
Seatem
 House
28-32 Alfred Street 
Belfast
 BT2 8EN
)
              Address
       




 (
028 90 251552
)         Telephone                                               Fax number
             Number
 (
paul.sharvin@vssni.gov.uk
)               
               E-mail

 (
Secondment / Interchange for a Business Support Officer (EO2) 
)
Type of Opportunity


2.  Details of hosting opportunity

      Description of opportunity

	The post-holder will provide an effective and efficient administrative support service to the VSS Board and Chief Executive Officer.  The key elements that constitute the role of the Business Support Officer for the Victims and Survivors Service are listed below.



             










      Main objectives of the opportunity

	
The main objectives for the role of Finance and Governance Manager for the Victims and Survivors Service are as follows:
Senior Management and Board Support

Provide administrative support to the Chief Executive Officer and Board when required.

· Draft, edit and format corporate documents, including the VSS Annual Report. 

Timely and accurate preparation of information packs as required by the CEO in advance of scheduled meetings.

· Production of information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, and graphics.

Facilitating Meetings

· Coordinate the collation, quality review and issue of meeting papers in advance of meetings, including Senior Management Team, Board, Audit and Risk Committee, Accountability meetings.

Recording and circulation of minutes of management meetings, including Senior Management Team, Board, Audit and Risk Committee and Accountability meetings. 

Secretarial Support

Provide a full secretarial support service to the CEO and Board, including:

· Producing letters, reports and papers to a high standard for consideration by the CEO using notes, independent research and own initiative.

· Diary management - planning and organising meetings on behalf of the CEO.

· Acting as liaison between internal and external contacts of the organisation.

· Ensuring systems and procedures are in place to ensure the smooth running of the CEO office.

Correspondence

Manage and maintain all electronic and paper correspondence for the CEO, including:

· Responding to all external and internal written and oral enquiries in a professional manner, exercising judgement when taking messages, referring calls and answering routine queries as required.

· Efficient management of electronic communications to the CEO by filtering emails, highlighting urgent correspondence, printing attachments and/or forwarding to other relevant parties for action as appropriate.

· Research and draft initial communications concerning Freedom of Information Requests, Complaints as well as communication to bodies such as the Northern Ireland Public Services Ombudsman and The Executive Office on behalf of the CEO.

· Manage and maintain all electronic and manual filing systems conducting regular reviews to ensure information is stored accurately, confidentially and responsibly.

Personal Development, performance and Professionalism 

· Endeavour to ensure the ongoing confidence of VSS stakeholders, maintaining the high standards of personal accountability.

· Develop interpersonal skills and self-motivation required to facilitate liaison with practitioners and management within the VSS funded organisations.

· Additional duties, appropriate to the grade, at the request of VSS management may be allocated.















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

	· Have a minimum of 5 GCSEs at grade “C” which must include English and Maths;
· 1 years‘ experience of working as a personal secretary (or equivalent) providing support to senior management; including preparation and circulation of papers;
· 1 years‘ experience of minute taking and following up on action points;
· 1 years‘ experience of dealing with a range of internal and external customers;
· 1 years‘ experience of excellent organisational skills;
· 1 years‘ experience of excellent knowledge of and highly proficient in MS Office packages to include managing e-mail and diaries on Outlook, saving, retrieving manipulating Word & Excel documents, arranging meetings on MS Teams and ZOOM, and drafting PowerPoint presentations;
· Experience of drafting and reviewing communications & reports to a high standard on behalf of others.





4.  Personnel: Please state below

         Who will the individual report to? 
	
The Chief Executive Officer





         Who will be the individual’s line manager and/or reporting officer?
	
The Chief Executive Officer






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

	
Participation on the Interchange opportunity will add value and bring new perspectives to the VSS from outside the organisation.

In addition to this, the opportunity will develop individual skill set, broaden knowledge base and build new relationships across sectors – all of which will enhance the capacity and capability of the individual / team/ business areas. It will also broaden awareness and understanding of what the VSS does and the support and services it offers to the many affected by the Troubles/conflict and Historical Institutional Abuse in Northern Ireland.




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: 24 October 2022.

Duration: 12-months with the possibility of an extension.
Location: 1st & 4th Floor, Seatem House, 28-32 Alfred Street Belfast BT2 8EN with the opportunity for hybrid working.

Resources: laptop provided.

Funding: Funding from within existing VSS budgets.  The salary range for this post is: £26,017- £26,575.

Further information for further information please contact paul.sharvin@vssni.org

[bookmark: _GoBack]Closing Date: Applications must be submitted by 4.00pm on Monday 26 September 2022 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

	


Signed:


	5th Sept 2022


Date:		
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