
Post: Executive Officer I 
Branch: Covid-19 Central Co-ordination Team (CICC)  
Directorate: Resources and Performance Management Group, DoH 
Location: Bradford Court, Belfast / Stormont Estate  
Reporting arrangements: Reporting to DP 
 
Background 
 
The Covid-19 Central Co-ordination Team (CICC) has been established within the Department 
of Health to centrally co-ordinate all requests for information from the UK Covid-19 Inquiry 
Team.  The UK Inquiry was launched on the 21st July 2022 with Module 1 commencing on the 
same date.   The Department of Health will be a Core Participant to this Inquiry and as such it is 
imperative that an efficient team is established to carry out this critical function.    
 
Main duties 
 
The EOI will be responsible for the management of requests for information, to include legally 
based Rule 9 and Section 21, from the UK Covid-19 Inquiry.    The postholder must have excellent 
organizational and prioritization skills.   They must have the ability to work effectively within a 
pressurised environment and prioritise their work.  The individual will need to be flexible, often 
working long hours in order to ensure that responses to the Inquiry are issued in compliance 
within deadlines.  The individual must have strong written and verbal skills, and experience of 
developing effective working relationships internally and externally with a wide range of personnel 
to include senior personnel.  The key responsibilities include: -  
 

Information Management. 
The Inquiry will receive information requests from the UK Covid-19 Inquiry.   The postholder 
will be responsible for disseminating these requests to the relevant contacts within the 
Department; its Arm’s Length Bodies (as required); the DSO legal team and Counsel and 
Senior Management within DOH.   All such correspondence must be clearly, accurately and 
promptly acknowledged.  The postholder will manage a tracking system in relation to these 
requests, to include date of return to ensure that compliance can be monitored. 
 
Records Management. 
Information will be scanned and stored onto CM, in accordance with the Protocol set out by 
the UK Inquiry Team.   The needs of DSO Solicitors and Counsel will also need to be met, 
therefore each page will have a unique Bates Number (using the ADOBE Pro software 
package for this), so that all pages can be traced, referenced when preparing witness 
statements and in preparation for oral hearings. The information will be placed into 
Evidence Bundles and Indexed and this will form the key source of information used by the 
legal team when providing advice in relation to subsequent requests from the Inquiry along 
with aiding preparation of witnesses for oral hearings.  
 
Diary/ Secretariat / Office Management. 
The EOI will be responsible for maintaining a schedule of meetings with the legal team and 
officials, and will be responsible for ensuring that all arrangements are made in advance to 
support the Department and its legal team in its work. 



The EO1 will provide secretariat to the DOH Covid-19 Programme Board, working alongside 
the Chair to determine an Agenda, note of meeting and action points.  
 
 
 
Financial Management. 
The EOI will ensure that have line management responsibility in relation to ensuring that all 
invoices are processed and payments made according to the DoH rules and using corporate 
systems such as AccountNI etc. The EO I will maintain spreadsheets on planned and actual 
spend. 
 
 
Line Management. 
The EOI will have full line management responsibility for two EOIIs.  
 

Skills and Experience 
 

• Experince of working in a post involving direct contact with Senior personnel, both 
internally and externally; 

• Experience of succesful business delivery in a fast paced environment with the ability 
to manage competing priorities’ 

• Experience of communicating effectively, both oraly and in writing; 
• Experience of working effectively as part of a team.  

Competencies 

• Collaborating and partnering 
• Leading and communicating 
• Making effective decisions  
• Delivering at pace 

 
Additional Requirements 
 
This is a full-time post. 
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