
NI INTERCHANGE SCHEME


Ref: I/C 38/23

Hosting Proforma


    Name of Host  

    Organisation

1.  Interchange Manager’s details


             Name

     Organisation/

        Department


              Address


         Telephone                                               Fax 

             Number

               

               E-mail

Type of Opportunity

2.  Details of hosting opportunity

      Description of opportunity

	Key Responsibilities 

· Collaborate with shared service providers and Department for Economy to ensure continued compliance with statutory reporting and maintenance of the directorate risk register as well as managing the organisations framework agreements; 

· To govern the Information Management System including system upgrades, user and access audits and user management, as Departmental Information Manager; 

· To oversee the organisation’s business continuity requirements, including annual review, resource management and testing to ensure compliance and continuous improvement; 

· To undertake the annual, bi-annual and three-year cycle review of Consumer Council policies including equality screening, where applicable; 

· To develop processes and solutions to monitor compliance with the Consumer Council policies and statutory duties; 

· To manage and respond to Subject Access Requests and Freedom of Information requests, working closely with the Data Protection Officer to ensure GDPR compliance; 

· To project manage the delivery and management of ISO accreditations, to include ISO 27001, ISO 9001 and ISO 22301. 

· To assist the Director of Corporate Services in ensuring compliance to accreditation standards and continuous improvement for Investors in People, Diversity Mark NI and any other accreditations relevant to the position; and 

· Coordinate and manage all in-house procurement exercises including conducting contract database audits. 




      Main objectives of the opportunity

	Reporting to the Director of Corporate Services, the Senior Governance Officer will provide a corporate planning and project management function within the Consumer Council. The role will contribute to business process review and design, audit and accreditation management and risk management to ensure compliance and continuous improvement across the organisation.

This is a key position within the Consumer Council, involving direct contact with key stakeholders across the Northern Ireland Civil Service. You will work closely with the Data Protection Officer to ensure GDPR compliance and will have responsibility for the Information Management System in your role as Departmental Information Manager.




3.  Skills requirements

       What qualities, skills and experience is required from the individual

	· Have excellent attention to detail; 

· Be a confident communicator, verbally and in writing; 

· Be an effective decision maker; 

· Be adaptable to changing circumstances; 

· Strive for continuous improvement;

· Experience of organising, detailing and improving internal processes and managing a corporate risk register within a governance environment; 

· Experience of producing and analysing statistical information and reporting your findings to management; 

· Experience of project management; and

· Experience of administering audits, preferably ISO audits. 



4.  Personnel: Please state below

         Who will the individual report to? 

	William Warke, Director of Corporate Services



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

	William Warke, Director of Corporate Services 



5.  Transfer of learning
     Please give details of how the Opportunity will benefit your organisation, the individual and their organisation. 
	The Consumer Council will benefit from the new skills and insight that the individual will bring to the role. 
The successful candidate will gain valuable experience in corporate planning and governance and will have the opportunity to develop relationships with key stakeholders across the Northern Ireland Civil Service bringing their enhanced skillset and experience back to their parent organisation at the end of the interchange. 



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: Subject to agreement, you will start within four weeks of accepting the post. 
Duration: To May 2025 with the possibility of an extension, subject to the agreement of all parties.
Location: Seatem House, 28-32 Alfred Street, Belfast, BT2 8EN
Funding: The Consumer Council will meet salary and any associated expenses. The current salary range is £32,880 - £34,011
Closing Date: Authorised Applications must be submitted by 5.00pm on Friday 18th 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
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Signed:

	01/08/2023


Date:



The Consumer Council























Rachel Molloy





Corporate Services – The Consumer Council	





Seatem House


28-32 Alfred Street


Belfast


BT2 8EN











02890251600








Rachel.molloy@consumercouncil.org.uk





Secondment: Senior Governance Officer  


post until May 2025, with the possibility of extension, subject to agreement of all parties
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