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Job Description 
 
 

Job Title 
 

Communications and Public Affairs Officer (Staff Officer (SO)) 
(Temporary) (Fixed-Term)  

 

Location 
 

The post will be located at: 
 

Northern Ireland Human Rights Commission 
Temple Court 

39, North Street 
Belfast 

BT1 1NA 
 

The Communications and Public Affairs Officer will be required to travel 
within Northern Ireland, elsewhere in the United Kingdom and Ireland and 

occasionally internationally. 

 

Responsible to 
 

The Communications and Public Affairs Officer will be responsible to the 
Director (Communications, Information and Education, Public and Political 

Affairs) and ultimately to the Chief Executive. 
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Duties and Responsibilities 
  

1. Assisting with media engagement: including planning, creating and 

co-ordinating content for use across all print, broadcast, and social 

media platforms.  

 

2. Acting as a first point of contact with journalists and media 

representatives. 

 
3. Preparing papers for and attending Commission meetings. 
 

4. Developing and maintaining the Commission’s website. 
 

5. Supporting the Director with developing internal communications 
delivery within the Commission. 

 

6. Monitoring and delivering political and public affairs activities. 

 

7. Assisting the Director to draft and implement external 

communications strategies. 

 

8. Preparing submissions to inter–governmental and non–governmental 

organisations. 

 

9. Conducting research to support the Communications, Information and 

Education, Public and Political Affairs function as required by the 

Commission. 

10. Organising and co-ordinating stakeholder engagement. 

 

11. Collating and preparing information for responses to Parliamentary 
Questions and Freedom of Information requests. 

 
12. Assisting other members of staff on communications and public 

affairs issues arising from their own areas of work, and possible ways 
in which to proceed. 

 
13. Undertaking training and personal development activity as agreed 

with the Director (Communications, Information and Education, Public 
and Political Affairs). 

 
14. Displaying a commitment to the protection of human rights and to 

the promotion of equality and showing sensitivity to the diversity of 
views on human rights issues in Northern Ireland. 

 

15. Undertaking any other duties whenever reasonably required by the 
Director (Communications, Information and Education, Public and 

Political Affairs) or the Chief Executive. 
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Terms and Conditions of Employment 

 

Duration of Contract 
 

This is a full-time temporary, fixed-term post for 2 years (subject to 

review). 
 

Start Date 
 
The person appointed will be expected to take up duty as soon as is 

practicable. 
 

Working Hours 
 
The normal office hours are from 9.00am to 5.00pm, Monday to Friday, 

however there may be the requirement to work outside of these normal 

hours.  The job requires a considerable degree of commitment, flexibility 
and adaptability on the part of the post holder to meet quality standards 

and working deadlines.  He/she will maintain at all times such availability, 
flexibility and mobility as is necessary to the pursuance of the job. 

 
The Commission operates its flexible working hours arrangements in line 

with Northern Ireland Civil Service (NICS) policies.   
 

Person Specification 
 
See Appendix 1. 

 

Probation 
 

Satisfactory completion of a 3-month probation period is a condition of 
continued employment in the position. 

 

Salary 
 

The grade of the post is equivalent to Northern Ireland Civil Service Staff 
Officer (SO), with a current pay band of £30,149-£31,760 per year.   

 
Salary will be within the above range within which pay progression will be 

as per NICS pay policy.  Unless there are exceptional circumstances, the 
starting salary will be at the pay band minimum (ie £30,149 per year).   

 

Allowances 
 

Travelling and subsistence expenses will be paid at approved NICS rates 

to the holder of this post when s/he is absent from the Commission’s 
premises on Commission business. 
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Notice 
 
The appointment may be terminated by either party with at least one 

months’ notice in writing. 
 

Holidays 
 
In addition to the usual public and privilege holidays, currently 12 per 

annum, there is an annual leave allowance of 25 days (April to March) 
rising to 30 days on five years' continuous service.   

 

Pensions 
 

The Northern Ireland Human Rights Commission operates the Civil 
Services Pension Scheme.  Further details of the pension can be found on 

the Civil Services Pension website at 
http://www.civilservicepensionscheme.org.uk/ 

 

Policies 
 

The Commission recognises the Northern Ireland Public Service Alliance 
(NIPSA) for the purposes of collective bargaining.  It is intended that so 

far as is reasonably practicable the Commission will seek to mirror the 
policies and procedures adopted and amended from time to time by the 

Northern Ireland Civil Service (NICS). 
 

Employees should refer to the NICS policies and procedures at 

https://www.finance-ni.gov.uk/articles/northern-ireland-civil-service-
handbook 
 

http://www.civilservicepensionscheme.org.uk/
https://www.finance-ni.gov.uk/articles/northern-ireland-civil-service-handbook
https://www.finance-ni.gov.uk/articles/northern-ireland-civil-service-handbook
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Applications, Interview and  
Selection Process 

 

 

Canvassing 
 

Canvassing for the position in any form, if proved to the satisfaction of the 
Commission, may disqualify a candidate for appointment or constitute a 

reason for dismissal. 
 

Selection Process 
 
The Commission is an equal opportunities employer and considers 

applications strictly on the basis of merit.   
 

We wish, in particular, to encourage applications from disabled people.  All 
disabled people who meet the essential criteria for the post will be 

interviewed. 

 
Selection for this post will be based on a completed application form, a 

short presentation by the candidate and an interview.   
 

Interviews will be held on 5, 6 and 7 November 2018. 
 

Please note that these dates are fixed and will not normally be changed to 
accommodate the availability of applicants. 

 
Candidates travelling more than 30 miles to the interview from within the 

United Kingdom or Ireland can claim travelling expenses at approved rates 
after attending for interview and upon production of receipts. 
 

Alternative arrangements can be made for candidates from outside the 

United Kingdom or Ireland. 
 

Guidance on Application Form Completion 
 

The application form plays a key part in the Commission’s selection 

process.  It decides whether an applicant will be short-listed for interview.  
The following advice is intended to help applicants to complete the 

application form as effectively as possible. 
 

 Read all the information provided – the job description outlines 
the duties and responsibilities the post holder will be expected to 

carry out in this post and the person specification lists the knowledge, 
competences and qualifications required. 
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 Prepare a rough draft – this will avoid mistakes and repetition and 
ensure that the final version is well organised, well presented and 

relevant. 
 

 Career history – when listing your career history, ensure that the 

dates are correct and in the right order; present or most recent 

employment should come first.  CVs must not be included with an 
application form and if submitted will not be considered. 

 
 Short listing – applicants will be short listed for interview on the 

basis of the information contained in their application form.  It is 
therefore essential that applicants demonstrate evidence through 

their application the knowledge, competences and qualifications 
required for the post, providing examples and dates on how the 

applicant satisfies each of the criteria specified.   
 

 By analysing present and previous jobs/roles, applicants may uncover 
“hidden” skills that they may have taken for granted.  This includes 

any relevant experience gained through community, voluntary or 
leisure interests. 

 

The Commission will short list only those candidates who from the 
information supplied on the application form, most closely match the 

essential selection criteria for the post.  Depending on the volume of 
applicants, desirable criteria may also be used to create a short list of 

applicants to be invited for interview. 
 

Applicants who exceed the word count in any essential 
criterion will not receive a score and will be excluded from the 

next stage of the process. 
 

Short listed applicants will be expected to demonstrate the 
competences required for the post at interview. 

 
 Presentation – please make sure that the completed application 

form is well presented.  Ideally, the application should be word 
processed, or completed using a black ballpoint pen if the applicant 

prefers.  This will ensure that it is clear when copied.  Always keep a 
copy for your own record.  Make sure the application is sent in plenty 

of time, as applications will not be accepted after 1.00pm on the 
closing date.  

 

Applicants should write in a clear, concise, well-organised and 
positive way, tailoring their application for the particular job being 

applied for.  If any part of the form does not provide enough space, 
please continue on a separate sheet of paper – indicate on the 

separate sheet the part of the form to which it refers.   
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 Monitoring form – so that the Commission can comply with equality 
legislation, and promote equal opportunities, applicants must 

complete the equality monitoring form.  The form also allows the 
Commission to monitor the effectiveness of its policy of equal 

opportunities in employment and the effectiveness of our recruitment 
advertising. 

 

Application Form Submission 
 

The closing deadline for receipt of completed applications is 1.00 pm on 
Friday 19 October 2018. 

 
Completed application forms should be marked ‘Application for 

Communications and Public Affairs Officer’ and sent by post, by 
hand, or email to: 

 
Northern Ireland Human Rights Commission 

Temple Court 
39 North Street 

Belfast 
BT1 1NA 

 
recruitment@nihrc.org. 

 

Applicants who send their application and monitoring forms by email are 
also required to meet the closing deadline for receipt by the Commission.   

 
We will not accept incomplete application forms, reformatted application 

forms (including Pdf versions), faxed applications, or application forms 
received after the closing deadline.  

 
The receipt of applications will be acknowledged.  If you have not received 

an acknowledgement within one week of submitting your application, 
please contact the Northern Ireland Human Rights Commission at the 

above address.  
 

Applicants using the postal system to submit their application forms 
should note that first class mail does not guarantee next day delivery.  It 

is the responsibility of the applicant to ensure that sufficient postage has 

been paid to return the form to the Commission.  We will not accept any 
application where we are asked to pay any shortfall in postage. 

 

Prior to Appointment to the Post 
 

Once selected, a person will not be appointed to the post until the 
following conditions have been met: 
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 References – receipt of satisfactory references from an employer or 
educational establishment. 

 
 Certificate(s) – receipt of the original certificate(s) showing the 

educational qualifications stated on the application form.  This 
document(s) will be returned as soon as possible after receipt. 

 
 Contract – signature of an agreement setting out the terms of the 

person’s appointment. 
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Person Specification 
 

Applicants for the post of Communications and Public Affairs Officer 

(Staff Officer (SO)) (Temporary, Fixed-Term) will be assessed in 
accordance with the following criteria.  It is the applicant’s responsibility 

to provide evidence of how s/he meets these criteria. 
 

The essential criteria will be used to identify a pool of applicants to be 
interviewed for the post.  Disabled applicants who meet the essential 

criteria will be invited to interview.  The essential criteria will be used in 
the interview and associated exercises to select the applicant who will be 

offered the post. 
 

Essential Criteria 
 

Qualifications: 

 

 A university level degree. 

 
 A postgraduate degree (or equivalent), or 

professional qualification in communications, 
media, politics, law, or other relevant subject. 

 

 

Experience:  Minimum two years experience within the last five 

years of working in a similar role. 
 

 

Knowledge and 

Understanding: 

 Demonstrable up to date knowledge of the 

Commission’s stakeholders including; the media; 

political parties; community and voluntary sector 

organisations and schools. 

 

 

Competencies: 
 

 

Strategic and 
Operational 

Planning and 

Implementation 

 Applies analytical thought to make sense of 

complex policy issues taking account of the 

organisation’s strategic objectives, in order to 

effectively communicate these issues to 

stakeholders. 

 Is able to advise on planning, operationalising and 

implementing the organisation’s communication 
strategies and plans. 

 
 Is sensitive to wider political and environmental 

issues. 
 

Appendix 1 
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Resource and 
Organisation 

Management 

 Monitors and manages projects, including  
the allocation of financial resources and external 

contracts. 
 

 Accepts responsibility and accountability for 
decisions. 

 

 Focused on achieving targets and planned results. 
 

Relationship 

Management 

 Acts as a representative for the organisation, 

building relationships and providing advice with 

authority. 
 

 Is able to establish and maintain positive 
relationships with Commissioners, senior 

management and other staff as well as government 
officials and other stakeholders.  

 

Team working  Can demonstrate an ability to participate effectively 

as a member of a team. 

 

Written and 

Oral 
Communication 

 Can communicate effectively both orally and in 

writing. 
 

 Can communicate complicated policy and legal 
concepts in an accessible and media friendly format 

for press statements, speeches and reports. 
 

Event 

management 

 Can ensure the effective management 

administration and marketing of events. 

IT Skills  Can demonstrate effective IT skills including; 

 
 an understanding of online media file formats  

and compression 
 

 experience of editing, cropping, scaling and 
enhancing digital images 

 

 the ability to manipulate content management 
systems  

 
 experience of uploading material for a corporate 

account on social networks including Facebook, 
Twitter and YouTube 

 
 experience of utilising, Facebook insights, Google 

analytics and Twitter analytics to increase the reach 
of the Commission’s audience 
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Desirable Criteria 

 

Experience:  More than 2 years experience of working with 

or within human rights organisations in a 

communications or public affairs role. 

Knowledge:  Demonstrable knowledge and understanding 

of the Westminster Parliament and Northern 
Ireland Assembly. 

 
 Knowledge of human rights law. 
 

 

   


