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Section A - Background to the NIPSO Office

The Office of the Northern Ireland Public Services Ombudsman (NIPSO) was established in
April 2016. This was in accordance with the Public Services Ombudsman Act (Northern
Ireland) 2016 (“the Act”).

The Act replaced and extended the remit of the previous offices of Assembly Ombudsman for
Northern Ireland and the Northern Ireland Commissioner for Complaints. It has improved
public access to redress, strengthened the powers of investigation, enhanced public interest
reporting and increased the Office’s visibility and profile.

The Act may be accessed here. The main functions of the office are:

1.

To consider complaints about the majority of public services in Northern Ireland after the
complaint has been considered by the public body. This includes health and social care,
central government, local government, housing and education including schools;

To make recommendations to provide individual redress as well as recommendations to
bring about systemic improvement;

To bring about a simple standardised process for handling complaints in the public sector
focused on resolution and learning from complaints;

To conduct investigations into wider systemic issues to bring about systemic
improvement or address systemic injustice without the need for a complaint;

To publish our reports and decisions and prepare and share insights to bring about wider
learning and improvement from complaints and investigations;

To use the outcomes from our work to engage effectively and influence positive change
in public services and public policy;

To perform the role of Northern Ireland Judicial Appointments Ombudsman.

Funding for NIPSO is approved by the Audit Committee of the Northern Ireland Assembly. The
NIPSO budget for 2023/24 is anticipated to be approximately £4 Million.



http://www.legislation.gov.uk/nia/2016/4/contents/enacted

Local Government Commissioner for Standards

In addition to the above functions the Ombudsman is also the Northern Ireland Local
Government Commissioner for Standards. This role involves promoting the Northern Ireland
Local Government Code of Conduct for Councillors, both investigating and where appropriate
adjudicating on complaints that a Councillor has breached the Code. The investigation and
adjudication functions are separated by an ethical wall to ensure procedural fairness. In
addition to investigation and adjudication, engagement with Councillors and their
representative bodies is an important aspect of the function. The delivery of training on and
improving awareness of the Code of Conduct for Councillors with local Councils and the
Councillor community to improve understanding of the Code and improve standards is an
essential aspect of the work. The funding for this aspect of the work is provided by local
Councils through the Department for Communities and is included in the overall NIPSO
budget.




Section B — Job Description

Post: Team Manager x 2 posts

Responsible to:  Directors of Relevant Service Area

Grade: Deputy Principal
Salary: £40,300 - £43,191 p.a.
Location: Belfast

Main purpose of job

Main purpose of job

Reporting to the relevant Directors, the post holder will be responsible for managing the work,
staff and performance within their team.

As the lead of a medium sized team of investigative staff, the post holder will ensure that
organisational standards and targets for the team are met and provide high quality technical
advice, investigation strategy and case direction advice on a variety of investigations within
the jurisdiction of NIPSO.

The post holder will also act as part of the relevant service leadership team to develop and
implement changes to the way we work.

Summary of Principal Duties and Responsibilities

Leadership

Ensure effective daily line management and professional development of team members
including mentorship as required.

Participate in the recruitment, training and development of staff within their responsibility area
to maintain capability and ensure the delivery of NIPSO core objectives.

Assist the relevant Directors in establishing an effective culture in teams consistent with
NIPSO values.

Ensuring the NIPSO Performance Management and Mentoring Framework for staff is
undertaken on a timely basis.

Proactively contribute to continuous improvement activity, taking the lead in quality or process
improvement projects.




Assessment and Investigation

Provide advice, direction and support to the team, demonstrating accountability for decision
making in line with delegation, ensure quality results and exceptional levels of customer
service while maintaining the independence of NIPSO.

Allocate cases and other work to team members to ensure equity in the use of resources and
best use of skills and experience.

Ensure the assessment and investigation of complaints are conducted in accordance with
NIPSQO’s operational procedures and standards.

Ensure all written correspondence and reports meet NIPSO quality standards, providing clear
feedback where necessary.

Act as the lead investigator in relation to significant and critical investigations as required
overseeing the investigation team to help ensure ethical conduct in all aspects of the process
including but not limited to, investigative methodology, data protection, publication practices,
responsible authorship and collaborative research and reporting.

If required lead on ensuring access to a range of professional advisors and subject specialists
to support the investigative work of NIPSO.

Stakeholder engagement and outreach
Develop and maintain good working relationships with key stakeholders.

Work collaboratively with other teams in NIPSO to enhance organisational performance and
effectiveness.

Meet with complainants and public bodies and elected members as required to ensure
appropriate progression of casework, in-depth systemic investigations and follow-up activity.

Represent NIPSO at events and deliver presentations to promote the role of NIPSO as
required.

Collate the team’s input towards Case Digests and other NIPSO publications.
Operational Performance

Monitor and assess individual and team performance against agreed targets and KPI’s, giving
constructive feedback and suggestions for improvement where barriers to performance are
identified.

Report monthly or when requested to the relevant Directors on performance against targets.

Demonstrate accountability and oversight of the progression and quality of investigations
handled by the team to ensure cases are managed on time and that quality standards are
consistently delivered.

Keep abreast of developments in law and practice which affect the Ombudsman’s jurisdictions.

Develop and maintain a suite of reports to provide assurance on the activities of the team.




Provide support and cover for other Team Managers to ensure resilience as far as practicable.
Governance and risk management

Contribute to the annual operational plan to align the teams’ priorities with the NIPSO business
plan.

Contribute to the operational risk register for the team and assist the Director with the
management of risk.

Ensure that conflicts of interest in relation to case work and any other investigative activity are
managed appropriately at an operational level.

Contribute to the management of the NIPSO’s budget to ensure the effective use of resources
and compliance with NIPSO delegated limits and procurement policy.

General duties and responsibilities
Provide support and cover for other Team Managers to ensure resilience as a team.

Adhere to and promote the Office policies on Equality of Opportunity and Dignity at Work,
demonstrating a commitment to the principles of equality, fairness and diversity in all aspects
of work.

Undertake ad-hoc, cross-functional project work supporting the development of the Office and
service provision as reasonably requested by your line manager.

To undertake any other reasonable duties within the postholder’s capacity.

This job description may be subject to review to reflect future office requirements.




Section B — Person Specification

Post:

Team Manager x 2 posts

Responsible to: Directors of Relevant Service Area

Grade: Deputy Principal
Salary: £40,300 - £43,191 p.a.
Location: Belfast

Method of Selection: Application form (AF); Interview (l); Presentation (P)

Essential Criteria — Qualifications, experience, knowledge and job-related attributes

PERSON SPECIFICATION

One years’ relevant work experience within the last five years in the management,
leadership and development of a team to achieve organisational objectives. (AF, I, P)

Possess significant experience (minimum of three years) of working in an
ombudsman, oversight, regulatory/compliance* or legal environment. (AF, 1)

Experience of writing investigative reports/correspondence/casework documentation
for ombudsman, oversight, regulatory/compliance or legal purposes. (AF, I)

Experience of working within a legislative framework including experience of resolving
complex procedural/compliance or investigative issues within the context of casework
management. (AF)

Ability to provide sound advice on case management and case direction. (AF)

Strong analytical/problem-solving skills with ability to exercise sound and balanced
judgement in handling complex issues. (1)

Ability to motivate a team, manage performance through coaching and mentoring to
improve standards and engage with staff in their development. (AF, I, P)

Excellent interpersonal skills with an ability to provide feedback and supervision to staff
effectively. (I, P)

Good organisational and planning skills and ability to work under pressure to tight
deadlines to manage competing priorities. (I)




Desirable

e Educated to degree standard or equivalent. (AF)

o Possess at least three years’ experience within the last six years in the management,
leadership and development of a team to achieve organisational objectives. (AF)

Notes

*Regulatory — where organisations or individuals are required to comply with relevant laws
and regulations

*Compliance — where organisations or individuals are required to comply with relevant
policies, standards, procedures or controls

CONFLICTS OF INTEREST

Given the breadth of the Ombudsman’s jurisdiction (namely her roles in investigating
complaints about all public service providers in Northern Ireland and in investigating and
adjudicating on alleged breaches of the NI Local Government Code of Conduct for
Councillors), it is important that any actual or perceived conflicts of interest are declared by
you.!

You will find a section on conflicts of interest in the application form for you to complete. This
asks you to consider and declare whether or not you have an actual or perceived conflict. If
you are unsure if your circumstances constitute an actual or perceived conflict, you should
still complete this section in order to give the Selection Panel as much information as possible.
For further assistance you may wish to consult the Northern Ireland Audit Office good practice
guide on conflicts of interest.

Any actual or perceived conflicts of interest detailed in the application form will not prevent
you going forward to interview if you are shortlisted but will be explored further to establish
how you would address the issue(s) should you be appointed.

1 See Schedule 3 of Public Services Ombudsman Act (NI) 2016 for the Schedule of Listed Authorities.
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Section D — The Application and Selection Process

MAKING AN APPLICATION

Application forms can be obtained by emailing monitoringofficer@nipso.org.uk or from the
website www.nipso.org.uk.

Completed application and monitoring forms must be returned by email to
monitoringofficer@nipso.org.uk no later than 12 noon on Monday 12" June 2023.

GUIDANCE NOTES FOR COMPLETING YOUR APPLICATION FORM

PLEASE READ CAREFULLY

NIPSO is committed to providing equality of opportunity for all job applicants. The
information you supply on this application form will be treated in the strictest confidence and
will be used solely for assessing your suitability for the post.

A candidate found to have knowingly given false information, or to have wilfully suppressed
any material fact will be liable to disqualification from the process, or if appointed, to
dismissal. All appointments are made on merit and in accordance with our Recruitment and
Selection Policy. Any canvassing of officers directly or indirectly in connection with an
appointment will automatically disqualify the candidate.

Application Forms

Applications will only be accepted on the specific NIPSO application form. Incomplete
application forms will not be considered. CVs, letters or any other supplementary material
will not be accepted in place of, or in addition to, completed application forms and will not
be made available to the shortlisting or interview panel.

As part of the shortlisting process, the panel will consider the standard of written information
provided on the application form. Candidates must clearly demonstrate on their application
form a high degree of literacy skills appropriate to this post.

Please also note:

e Applications which are received after the closing date or time will not be accepted.

e Please use black ink/type when completing your application form.

e Please keep responses limited to the space provided and where applications are being
typed ensure a minimum font size of 12.

e ltisthe responsibility of the applicant to ensure the completed form, together with
the completed Equal Opportunities Monitoring Form, is returned by the closing date
for applications.
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Qualifications

Please provide the following information for any qualifications required in the person
specification:-

Year: the year you were awarded the qualification(s)

Level: e.g. GCSE, RSA/OCR Stage 2 and Parts if applicable i.e. Parts 1 and 2,
CIPD, RQF/PTLLS, Degree, BTEC National Diploma, BTEC Higher
National Certificate etc.

Subject: title of subject studied e.g. English, Mathematics
Mark/Grade: e.g. A, B, C, Pass, Merit, Distinction, 2:1 etc.

You will be asked to provide original qualification certificates (or, where you have mislaid
your original certificates, a certified statement of results from the relevant awarding body)
and proof of memberships etc. that are relevant to the post applied for before any offer of
employment can be made.

If you believe that your qualification is equivalent to the one required, you must provide
specific evidence to demonstrate its equivalency in comparison to the qualification that was
specifically detailed in the person specification.

If you possess any professional qualifications, please include the full details and include the
date of the award.

If you have membership of a professional body, please include the name of the body or
organisation, the type of membership you hold (e.g. student, associate, fellow etc.), the date
when this grade of membership was obtained and the expiry date (if any). If the membership
has lapsed, please state this.

Experience

It is necessary to state your exact dates and periods of employment as at the application
closing date (month/year) because this is calculated to the nearest month for shortlisting
purposes. The shortlisting panel will only consider the information asked for in each separate
box on the application.

You will be required to clearly demonstrate, by giving personal and specific details on your
application form, how you meet the experience detailed in the person specification in the
relevant box. If you do not supply sufficient information on your application form to clearly
demonstrate that you meet the criteria, you will not be shortlisted.
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THE APPOINTMENT

Selection Process

Candidates who demonstrate that they meet the essential criteria and if required, the
desirable criteria will be invited to attend interview and presentation. It is anticipated that
interviews and presentation will be held during week commencing 26" June 2023.

Principles of the Appointment

NIPSO is committed to providing and promoting equality of opportunity and welcomes
applications from all suitably qualified candidates regardless of their gender, including gender
reassignment, marital or civil partnership status, having or not having dependants, pregnancy
and maternity, religious beliefs, political opinion, race?, ethnic origin, colour or nationality,
sexual orientation, disability, age, Trade Union membership or non- membership or criminal
records3.

All NIPSO offers of employment are conditional and subject to successful pre-employment
checks and the successful applicant will be required to:

e provide documentation to confirm their identity and their right to work in the United
Kingdom;

e provide documentation to verify information already provided on the application
form, e.g. qualifications, professional registration, driving licence, etc;

e provide a basic AccessNI Check, which the successful candidate must obtain and the
cost of which will be reimbursed upon appointment;

e provide satisfactory references, one of which should be your current or most recent
employer.

Further Information

If you have any further queries regarding the recruitment and selection process, then
please email NIPSO’s HR department via (monitoringofficer@nipso.org.uk).

2 Throughout this document the word ‘race’ is to be understood, in accordance with the Race Relations (NI) Order, to include colour, race,
nationality or ethnic origins. Irish Travellers are recognised under the Order as being members of a racial group.

3 A person’s criminal record will be viewed in the context of his/her overall job application, ability to do the job and the responsibility of
employers for the care of other employees and children and young people. Only offences relevant to the post in question will be considered.
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Section G — NIPSO Strategic Plan

The NIPSO Strategic Plan 2022-25 may be accessed here.

Section E — Terms & Conditions of Employment

The salary for this post is currently equivalent to Northern Ireland Civil Service (NICS)
Deputy Principal Grade.

The post is based at NIPSO, Progressive House, 33 Wellington Place, Belfast, BT1
6HN. A Hybrid Working Scheme is in operation to allow a mix of working from home
and from the office which will offer employees additional workstyle choices.
Candidates should note that working exclusively from home will not be an option.

The successful candidate will be eligible to join the NICS Principal Civil Service Pension
Scheme.

25 days annual leave plus 12 days public holidays on joining with an additional 5 days
after 5 years’ service.

The post is full-time (37 hours per week), subject to a probationary period of 9 months.

Section F — Other Benefits of Working for NIPSO

Generous occupational sick pay and maternity leave/pay arrangements.
Flexitime scheme.

Work-life balance policies.

Access to Employee Assistance Programme/Occupational Health Consultant.

Support for ongoing training and development opportunities.
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