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JOB DESCRIPTION

GRADE Executive Officer 1
DEPARTMENT Infrastructure
DIVISION Central Policy and Planning Division
BRANCH Permanent Secretary’s Office
DATE 8 July 2021

BACKGROUND

Department for Infrastructure (Dfl)

Dfl delivers essential services every day to those living in, working in and

visiting Northern Ireland.

It employs around 3,000 staff and is organised within the following Groups:

* Planning, Safety and Transport Group;
* Roads and Rivers; and
* Resources, Governance and EU Group.

CONTEXT

Corporate Policy and Planning Directorate

The Directorate is within the Resources, Governance and EU Group and
provides support to the Minister and Permanent Secretary. It has
responsibility for shaping and articulating Dfl’'s corporate ambitions and its
business planning process. It also delivers a range of corporate functions:
communications and engagement (both internal and external); corporate
governance; workforce planning; the Department’s equality agenda; and

Assembly liaison.
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The Permanent Secretary’s Office is based in Clarence Court, Belfast. The
team is responsible for a wide range of support, directly to the Permanent
Secretary, including: co-ordination of Permanent Secretary cases, providing
advice and draft replies in liaison with senior management; secretariat support
to the Department’s Weekly Business Review meetings, monthly Senior Civil
Service meetings; management of formal complaints investigations submitted
to the Department by NIPSO; co-ordination of Honours nominations (including
Imperial Service Medals); and handling of correspondence and co-ordination
of inputs in respect of increasing engagement with UKG, the Scottish
Government, the Welsh Assembly and with officials in the south on strategic
issues including the Levelling Up Fund, the Union Connectivity Review, the
work of the Shared Island Unit and the Senior Officials Group on North South

Infrastructure and Investment.

3. ORGANISATIONAL POSITION
The Role holder (RH) will work as a team member within the Permanent
Secretary’s Office reporting directly to a Grade 7.

Grade 7

Head of Permanent
Secretary’s Office

Senior Personal Secretary
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4, PURPOSE AND OBJECTIVES
The RH will be responsible for the day to management and oversight of the
Permanent Secretary’s Office. This will include co-ordination, on behalf of the
Permanent Secretary, with senior management across the full breadth of the
Department’s responsibilities on casework, including replies to
correspondence, meeting requests, official complaints and Honours
nomination processes (including Imperial Service Medals). This will require
the RH to commission requests for information such as briefing, advice and
draft replies and, in respect of Honours, citations. The RH will be required to
analyse and assess part input to cases and citations received from officials,
identifying any gaps and exercising a challenge role on content, where
required. Advice will then be provided with the RH ensuring it is formatted in
the preferred Permanent Secretary style. An important aspect of managing
the casework will be ensuring outstanding requests for advice/briefing from
officials are followed up to ensure the provision of timely advice to the
Permanent Secretary to meet external and internal deadlines. Honours
rounds occur twice a year with pre-set turnaround times for nominations which

must be met.

An early priority for the RH will be the establishment of appropriate records
management systems. This will include extending the use of the Knowledge
Network system from Private Office to the Permanent Secretary’s Office to
record and track casework. This will also need to integrate with Content
Manager for the recording of relevant paperwork, ensuring appropriate access
controls are in place to protect the confidentiality, integrity and availability of

Departmental records.

The RH will also provide secretariat support for the Permanent Secretary’s
Weekly Business Review meetings and monthly Dfl Senior Civil Service
meetings. This will require the timely commissioning and circulation of
Agendas and papers, the accurate recording of discussions, and ensuring the
notes of each meeting are agreed by the Permanent Secretary and the Senior
Management team and then published on the Department’s website.
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Additionally, the RH will provide support to the Permanent Secretary in her
role as co-chair of the Senior Officials Group on North South Infrastructure
and Investment, liaising with North South Ministerial Council Secretariat,
managing correspondence, preparing Ministerial submissions, and
commissioning and assessing briefing input from officials to approximately bi-
monthly update reports to the Senior Officials Group. Support will also be
required in respect of increasing engagement with UKG, the Scottish
Government and the Welsh Assembly on strategic issues including the
Levelling Up Fund and the Union Connectivity Review.

5. MAIN JOB ACTIVITIES
Main job activities include:

% of time

spent

Management of Casework (correspondence, meeting requests, 60%
complaints and Honours nominations)

Commission input from relevant officials in a timely manner;

Monitor case progress using Knowledge Network system, issuing
reminders to officials as deadlines approach;

Gather and analyse part input to cases;

Exercise a quality assurance and challenge role on part input from
received from officials;

Present advice and draft replies in the Permanent Secretary’s
preferred format; and

Submit advice and draft replies to the Permanent Secretary in a
timely manner, making any subsequent changes and / or seeking
further advice from officials on any queries.

[Note — most casework is ad-hoc throughout the year but Honours
rounds are commissioned twice a year]

Secretariat Support to Weekly Business Review and Monthly 20%
Senior Civil Service Meetings

Prepare agendas and commissioning papers for each meeting,
liaising with the Permanent Secretary and other officials as required:;
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% of time

spent

Commission papers from officials in a timely manner;

Issue agenda and papers for each meeting in a timely manner;
Attend each meeting, providing an accurate note of proceedings; and
After each meeting, liaise with relevant officials to ensure the note of
proceeding is agreed by the Permanent Secretary and the Senior

Leadership Team (G3s) and then published on the Department’s
website.

North/South and East/West

Support the co-ordination of the Department’s increasing engagement
with UKG, the Scottish Government, the Welsh Assembly and with
officials in the south on strategic issues including the Levelling Up
Fund, the Union Connectivity Review, the work of the Shared Island
Unit, NDNA infrastructure commitments;

Maintain effective and timely liaison with SOG Secretariat;

Commission papers and briefing from officials in a timely manner
including for approximately bi-monthly SOG meetings; and

Prepare Ministerial submissions reporting on SOG meetings.

15%

General Administrative Support

CM Power User Duties - Acting as office CM Power User and monitor
/ promote compliance with records management policy; and

Apply the Retention and Disposal Schedule and ensure that
Departmental Files are disposed of securely.

Branch Finance — support effective Branch finances through the
effective management of purchase orders, ensuring prompt payment
of invoices, and running accrual reports on the AccountNI system

5%
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6. KNOWLEDGE AND SKILLS

Qualifications & Experience

The minimum level of formal qualifications required for entry into the
administrative occupational group is 2 GCSEs or equivalent qualification. With
the minimum formal qualifications the role holder would need to have a

minimum of 4-5 years’ experience to perform the role competently.

The minimum level of formal qualification required for direct recruitment to the
role would be 2 A-Levels or equivalent qualification. With the minimum
qualifications the RH would be expected to have 18 months’ experience of
operational service delivery management.

The characteristics and overall level of knowledge and skills which have to be

most commonly applied in this role include:

Knowledge & Skills

The characteristics and overall level of knowledge and skills which have to be

most commonly applied in this role include:

¢ Highly organised and reliable, with an ability to work to deadlines, and to

plan and prioritise short and long-term tasks effectively;

e The ability to work independently, to manage competing priorities and to

work under pressure to meet deadlines;

e Workload management - prioritisation and planning of workloads to
meet/exceed delivery targets through development and use of effective

management information reports and statistics;

e Excellent written and oral communication and interpretative sKills,
confidence and ability to communicate effectively with all grades (often
including SCS), including the ability to make decisions relating to a range

of tasks;

¢ the capacity to interrogate, interpret, analyse, correlate and summarise

information;
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e A good standard of computer literacy to include all Microsoft Office

software;

e A good knowledge of Content Management and records management

policy requirements;

e The ability to research and present information both orally and in writing

to suit audience needs;

e The ability to manage and develop self and foster effective team and

broader working relationships;

e The ability to identify and propose solutions to problems; and

e The ability to plan and use resources effectively and efficiently.

This role offers substantial scope for learning and self-development. The post requires

flexibility, proactivity, and a willingness and interest to learn new areas of work.

7. CONTACTS AND COMMUNICATIONS

Within the Organisation

Grade/Level Purpose

AA/AO/SG Both written and oral.
Liaising with other branches across the Division in respect of
cross-cutting cases (i.e. Private Office & ABU) and
Information Management Unit. This will involve dealing
frequently on an ongoing basis with staff at these grades
across the Department requiring to obtain information and
provide factual guidance, as necessary.

EO11 - DP Frequent (daily).

Both written and oral.

To request information from relevant business areas across
the Department to allow advice and draft replies to be
prepared to the Permanent Secretary. This will include,
background, lines to take, financial/statistical data etc; and
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Grade/Level

Purpose

Discuss issues, provide advice, direction, guidance and
information in respect of individual cases.

G7/G6

Frequent (daily).
Both written and oral.

To request information from relevant business areas across
the Department to allow advice and draft replies to be
prepared to the Permanent Secretary. This will include,
background, lines to take, financial/statistical data etc; and

Discuss issues, provide advice, direction, guidance and
information in respect of individual cases.

Note: this is the same as above to reflect the fact that the
RH will be required to commission certain cases at different
grades (i.e. some cases will be sensitive and require input
from higher grades).

G5 + above

Frequent (daily). Meetings take place weekly/monthly and
usually involve G3s and Permanent Secretary.

As above.
Also requirement to agree and issue Agendas, prepare and

clear Action Point Note for Weekly Business Review and
Senior Civil Service meetings.
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Between Government Organisations

Grade/Level

Purpose

AA/AO/SG

N/A

EO11-DP

Regular and frequent contact will be required to seek advice
on cases that are commissioned by other Departments,
NDPBs etc and to provide Dfl’s official replies. Will also have
to engage with colleagues in other jurisdictions across the
rest of the UK and Ireland in respect of North-South and
East West work. Most of the engagement will be with

officials at these grades.

G7/G6

Regular and frequent contact will be required to seek advice
on cases that are commissioned by other Departments,
NDPBs etc and to provide Dfl’s official replies. Will also have
to engage with colleagues in other jurisdictions across the
rest of the UK and Ireland in respect of North-South and
East West work. Most of the engagement will be with

officials at these grades.

G5 + above

N/A

All other external contacts

Organisation size
& staff level

Purpose

Members of the

Occasional / ad-hoc contact will be required in respect of

supplier / customer/
MLAs*, MPs,

public / small complaints.
supplier / customer
Medium sized As above.
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External

government

Large national Occasional / ad-hoc contact will be required in respect of
suppliers / complaints.

customers

8. PROBLEM SOLVING

Fact Finding and Analysis
The RH will be required to prioritise and allocate work, whilst simultaneously

ensuring the timely progression of new and ongoing cases covering a wide
range of issues in order to meet often urgent deadlines. This will require close

management through continuous monitoring, prioritisation and reprioritisation.

On a case by case basis, the RH will be required to exercise sound judgement
to ensure input is commissioned from relevant officials. This will require the
post holder to have, or quickly gain, a strong knowledge of the Department’s
areas of responsibility and key issues / hot topics. It also depends on the RH
analysing different enquiries to understand the context, level and urgency of
the response required and identify the business area responsible or source
the response themselves. They must also decide when it is appropriate to
reply directly or when to escalate more complex or controversial issues for

allocation decision.

The RH will be required to quality assure responses received and challenge

Business Areas as appropriate where necessary.

The RH will need to be highly organised, motivated and able to work well on

their own initiative with limited supervision.

Performance and service delivery management skills will be required to

ensure the efficient delivery of services.

FI1/21/893683 Page 10 of 14



Initiative, Originality Creativity

The RH will be required on a daily basis to use their initiative and to learn from
experiences, and analyse performance and results, in order to continuously
improve on how services are delivered. This will also mean applying their
initiative to resolve a wide range of issues e.g. in dealing with the diversity of
correspondence received and when to seek guidance to most effectively deal

with more complex or controversial issues.

The RH, like all staff, will be expected to consider branch processes to identify
improvements / ensure efficiency. On a case by case basis, they will also
exercise a challenge role to ensure the information being received is correct,

could be presented better etc.

Excellent prioritisation and planning skills, which will require data collation,

interrogation and analysis, will be critical to the RH’s success in their role.

The RH will use their initiative to develop and analyse management

information statistics and in doing so, identify priority cases/ work areas.

9. DECISION MAKING

Own Decisions

The RH will be required to identify and decide which business areas will be
required to provide part input on a case by case basis. This will frequently be
of their own volition, but it is important the post holder also recognises when it
is appropriate to engage with others e.g. in knowing when to escalate issues.
Poor case management / prioritisation of casework, can result in cases not
being processed in line with deadlines and cause reputational damage to the

Department given the level / profile of the casework.

In prioritising workloads the RH needs to factor in processing time for each

case to ensure deadlines are met.

The RH will be required to decide on the quality of responses received and

challenge Business Areas as appropriate where necessary.
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Advising Others
The RH will be required to provide sound and timely advice to officials from

Business Areas across the Department, on a case by case basis, including
clarity on what the requirements and expectations are (this will include
ensuring compliance with relevant policy and procedures). When involved in
the preparation of any material for the Minister, RH will be expected to refer to

and apply the ‘Ministerial Communications — A Guide for Dfl Officials’.

Regarding records management the RH will be required to follow Dfl’s

guidance on records management and regarding complaints to apply the

Department’s Complaints Handling Guide. All of these documents are

published on the Department’s intranet site.

Types of Decisions
The majority of the RH'’s decisions will relate to the smooth management of

casework, including:

e what information is required, and by when, to allow the Permanent

Secretary to respond to each case;

e which business areas are required to provide part input on a case by

case basis;

e when and how to challenge the accuracy and relevance of returns,

whilst maintaining strong working relationships; and

e when preparing drafts, knowing what information from part inputs is

important / pertinent to each case.

10. AUTONOMY
The RH will report directly to the Grade 7.

The RH will be expected to use their initiative and experience and will

independently take decisions

They will have a large degree of autonomy in analysing workload status and

determining and directing on workload and case priorities; drafting replies,
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1.

12.

background etc. When making decisions the RH will be guided by the written

guidance, procedures and manuals contained in Ministerial Communications —

A Guide for Dfl Officials’, Dfl's guidance on records management and the

Department's Complaints Handling Guide.

MANAGEMENT OF RESOURCES

Financial Resources

The RH has no Budget responsibility.

The RH’s management of financial resources will be limited to ensuring that
Purchase Orders are raised; goods are receipted in a timely manner; and
supporting the Grade 7 manage routine financial monitoring and management

exercises.

Leadership and Team working
As part of a small team, the RH will work with others in the team to ensure the

efficient day to day running of the office by managing workloads.

The RH will also be required to develop and maintain strong working relations
with a wide network of contacts across the Department (at all grades) to
ensure information is provided in the required timescales and agreed format.
They will maintain clear communication channels with all parties involved in
delivering responses. They also have a key influencing role on others, often of
a more senior grade, through their very necessary focus on accuracy,

relevance, timeliness and managing priorities

Nature of Management Role
The RH will contribute to ensuring that the team works effectively, accepting
personal responsibility for their duties and being accountable for accurate,

efficient and effective recording of information and management of casework.

IMPACT
The RH will be critical to:
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e The effective and efficient management of the administration of the
Permanent Secretary’s Office; and

e The Department’s ability to respond to casework in timely and
accurate manner.

Failure to deliver could lead to reputational damage and public criticism.

Signed:
Role Holder: VACANT Date:
Line Manager: ADELE WATTERS Date: 8 July 2021
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