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1. About the Northern Regional College 

The Northern Regional College is one of six new super colleges now established in Northern Ireland. As of 1 August 2007, three major Institutes – Causeway, East Antrim and the North East -merged to provide a single facility at the leading edge of education and training in Northern Ireland. The College covers all campuses currently at Antrim, Ballymena, Ballymoney, Coleraine, Felden, Larne, Magherafelt and Newtownabbey. 

In the words of Trevor Neilands, Director, the new college “aims to be a top class provider of professional and technical training. The Northern Regional College will provide a caring and supportive environment for our learners, professional and business-like relationships with our customers and partners and a valuable and responsive resource for the development of the local economy and the communities which we serve.” 

This merger is a significant development in the 100 year history of further education in Northern Ireland. The new Northern Regional College is well placed to provide learners, employers and the local community with a world class facility to satisfy all their educational needs and to realise its aim in establishing a reputation for outstanding quality in teaching, research and development, not just within Northern Ireland but nationally and internationally. 

The Northern Regional College offers a range of full and part time academic, vocational and leisure courses including the opportunity to obtain qualifications at A level, NVQ, Diploma, BTEC, HND, Foundation Degree, Honours Degree and Post Graduate levels. 

The College is staffed by approximately 1000 teaching and support staff. 

2. Statement of Eligibility

The eligibility criteria for each post within the register are detailed below:
	Administrative/Clerical Assistant

Band 2


	        A minimum of 4 GCSEs or equivalent @ grades A-C, including English Language and Maths plus a recognised IT/Word Processing qualification.
OR

4 GCSEs or equivalent @ Grades A - C including English Language and Maths plus 6 months’ experience inputting data/word processing.
OR

Have a minimum of 1 year’s experience of working in an office environment within the last 5 years with duties including word processing, inputting data, filing, answering/making telephone calls, handling cash.
OR

Have a minimum of 6 months’ experience of working in an office environment within the last 5 years with duties including filing, answering/making telephone calls plus a recognised IT/ word processing qualification.


	Administrative/Clerical  Assistant

Band 3


	        A minimum of 4 GCSEs or equivalent @ grades A-C, including English Language and Maths plus a recognised IT/Word Processing qualification.
OR

4 GCSEs or equivalent @ Grades A - C including English Language and Maths plus 6 months’ experience inputting data/word processing. 

OR

Have a minimum of 1 year’s experience of working in an office environment within the last 5 years with duties including word processing, inputting data, filing, answering/making telephone calls, handling cash.
OR

Have a minimum of 6 months’ experience of working in an office environment within the last 5 years with duties including filing, answering/making telephone calls plus a recognised IT/ word processing qualification.
       AND
       Experience of using spreadsheets, databases, email, word processing and internet within the last 5 years.


	Caretaker

Band 3
	       Applicants must have been employed in a Caretaking

       post during the last 3 years.
       AND
       GCSE Maths grade C or above or equivalent or satisfactory

       performance in College in-house numeracy test.
       AND
       GCSE English grade C or above or equivalent or

       satisfactory performance in College in-house literacy test.
       AND
       Applicants must possess as a minimum qualification a basic

       Health & Safety at Work certificate or equivalent.


	Catering Assistant

Band 2

	       Hold a valid Basic Food Hygiene Certificate.
       AND
       Have experience of till operation.
       AND
       Have a minimum of 2 years’ catering experience in a food establishment e.g. Café, Hotel, Sandwich Bar, preparing/serving food.

       AND

       Have experience of dealing with the public



	Cleaner
Band 1
	       General cleaning experience.


	Curriculum Support Technician

Band 4
	       Be qualified to level 3 in the relevant trade discipline or have served a suitable apprenticeship.
       AND

       Have a minimum of 1 year’s experience within the past 3 years in

       the trade area being covered.
       AND
       Hold a current driving licence and have access to a car for

       business purposes.


	Examination Invigilators

Band 1
	       A minimum of 2 GCSEs, or equivalent, at Grades A-C, 

       including English Language and Maths. 
       OR 
       A minimum of 6 months’ clerical/admin experience within the last

       5 years.



	IT Analyst
Band 4
	       Employed in an IT support role in an IT support team within 

       the last 3 years




Applications will also be considered from applicants with relevant formal qualifications considered by the selection panel to be of an equivalent or higher standard to those stated above. If putting forward an equivalent qualification, please state the type of qualification and the date awarded. The date awarded is the date on which you were informed of the result by the official awarding body. If you believe your qualification is equivalent to the one required, the onus is on you to provide the panel with the details of modules studies etc so that a well-informed decision can be made.

3. Role Description & Selection Criteria

i) ROLE DESCRIPTION
Post:
Administrative/Clerical Assistant Band 2

Job Purpose:

To assist in the provision of a general clerical service to the 

Campus to ensure the efficient completion of College



administration.

KEY AREAS

Organisation and Administration

· Accepting and re-routing telephones calls and manning the switchboard 


when necessary.

· Answering enquiries and assisting the general public.

· Carrying out photocopying duties as required.


· Faxing documents.

· Word Processing of documents, creating spreadsheets and databases.

· Inputting data on computer packages.

· Filing of documents.
· Handling of cash.
The above list of duties is neither comprehensive nor exhaustive but outlines the general requirements of the post.  Other duties may arise of a more general nature which is consistent with the job title and the salary attached to this post.

Duties may change as the College develops, therefore the person appointed will be expected to be flexible in relation to duties performed, subject to consultation.

Location may be changed subject to the requirements of the College.

The College is committed to promoting equality of opportunity and good relations in accordance with Section 75 of the Northern Ireland Act 1998.  The job description should be interpreted in a manner consistent with the aforementioned legislation.

SELECTION CRITERIA
Eligibility Criteria
A minimum of 4 GCSEs or equivalent @ grades A-C, including English Language and Maths plus a recognised IT/Word Processing qualification.
OR

4 GCSEs or equivalent @ Grades A - C including English Language and Maths plus 6 months’ experience inputting data/word processing.  

OR

Have a minimum of 1 year’s experience of working in an office environment within the last 5 years with duties including word processing, inputting data, filing, answering/making telephone calls, handling cash.
OR

Have a minimum of 6 months’ experience of working in an office environment within the last 5 years with duties including filing, answering/making telephone calls plus a recognised IT/ word processing qualification.
Essential Criteria
Proven ability to build and maintain effective relationships with a range of internal and external stakeholders.
Proven ability to extract relevant information from a computer system to assist management with the compilation of various reports.

Proven track record of working as part of a team. 


Proven ability of organisational ability to meet strict deadlines and to achieve agreed department


targets.

ii) ROLE DESCRIPTION
Post:
Administrative/Clerical Assistant Band 3

Job Purpose:
To assist in the provision of a general administrative service to the 
Campus to ensure the efficient completion of College administration.

KEY AREAS

· To provide advice and assistance to students, parents, employers, employees and the general public as deemed appropriate.
· To acquire up-to-date knowledge and keep documentation on College procedures, as appropriate for the department.

· To implement College policies.

Organisation and Administration

· Operate the College’s policies and procedures in relation to staff and or students relevant to


the department. 

· Production of reports and statistical data as required by management and external bodies.
· Providing a secretarial service to internal meetings as required.

· Provision of information and advice in relation to straight forward issues from


customers/students/staff.
· Assist in establishing the needs of the service in the particular work area.  

· Accept and re-route telephone calls.
· Process incoming and outgoing mail.

· Assist with the preparation of any returns where appropriate.

· Participate in and advise on marketing and promotional activities.
The above list of duties is neither comprehensive nor exhaustive but outlines the general requirements of the post.  Other duties may arise of a more general nature which is consistent with the job title and the salary attached to this post.

Duties may change as the College develops, therefore the person appointed will be expected to be flexible in relation to duties performed, subject to consultation.

Location may be changed subject to the requirements of the College.

The College is committed to promoting equality of opportunity and good relations in accordance with Section 75 of the Northern Ireland Act 1998.  The job description should be interpreted in a manner consistent with the aforementioned legislation.

SELECTION CRITERIA
Eligibility Criteria
A minimum of 4 GCSEs or equivalent @ grades A-C, including English Language and Maths plus a recognised IT/Word Processing qualification.
OR

4 GCSEs or equivalent @ Grades A - C including English Language and Maths plus 6 months experience inputting data/word processing.  

OR

Have a minimum of 1 year’s experience of working in an office environment within the last 5 years with duties including word processing, inputting data, filing, answering/making telephone calls, handling cash.
OR

Have a minimum of 6 months’ experience of working in an office environment within the last 5 years with duties including filing, answering/making telephone calls plus a recognised IT/ Word Processing qualification.
AND

Experience of using spreadsheets, databases, email, word processing and internet within the last 5 years.

Essential Criteria
Proven ability to build and maintain effective relationships with a range of internal and external stakeholders.
Proven ability to extract relevant information from a computer system to assist management with the compilation of various reports.
Proven track record of working as part of a team. 

Proven ability of organisational ability to meet strict deadlines and to achieve agreed department targets.
Proven ability to collate information and present in appropriate format.
iii) ROLE DESCRIPTION
Role:                        Caretaker
Reporting to:          Buildings Officer
Job purpose:          To assist the Buildings Officer with on site supervision, cleaning and caretaking services

                                 under the direction of the Buildings Officer and in accordance with the practices and

                                 procedures of the College.
Main Duties and Responsibilities

Key Contacts

Internal:                   Estates Team



Key Areas

Security

· Participate in procedures to ensure the security of the Premises and its contents.

· Open and close the premises and grounds, except in circumstances where the Buildings Officer authorises another person to do so.

· Ensure that all windows are closed, doors and gates, both internal and external are locked at the end of each day.  

· Maintain safe custody of the keys of the premises and the allocation of keys for Cleaning (where appropriate).      

· Operate Fire Alarm, Burglar Alarm and Building Security Systems, (including security camera system) and report any faults.

· Attend after-hour break in and vandalism at the premises and ensure that (a) the premises are secure and cleaned at the earliest opportunity when clearance has been given and (b) any unauthorised entry or damage is reported to the Buildings Officer.

· During normal working hours monitor and report any suspicious activity of persons immediately to the Buildings Officer or other authorised person to ensure a safe working environment for students, staff, contractors and visitors in the building.

· Monitor the removal of all equipment from the premises and report any unauthorised activity to the Buildings Officer or a Senior Site Manager. 

· Apply grit/rock salt in times of snow and frost to ensure pathways, car parks and entrances are free from snow and ice.

Mechanical and Electrical Services

· Replace lamps and tubes using appropriate equipment.

· Inspect and report any defects on fire fighting equipment.

Cleaning

· Clean the designated areas as identified by the Buildings Officer.

· Assist the Buildings Officer in organising and controlling the work of cleaning staff to ensure that College standards are met.

· Ensure that all hard surfaces and paths and ornamental grounds (including lawns and hedges) around the property are maintained, clean, tidy and free of litter.

· Undertake grass cutting/removal, from grass areas, weeding of paved areas and trimming of shrubs.

· Ensure that all external surfaces drains, drainpipes and gullies and kitchen grease-traps are free flowing and clean.

· Ensure that bins are secured, washed and cleaned and in good working order.

· Ensure that all litter bins are emptied on a daily basis.

· Provide an ongoing cleaning service to the entire premises to deal with such things as spillage, flooding, toilet cleaning, litter or any cleaning problem associated with weather conditions.

· Clean external signs, light covers, and notices.

· Ensure cleaning materials and equipment are kept in good condition, used and stored correctly.

· Prepare and clean facilities for required use under the direction of the Buildings Officer.

· Ensure that all internal and external fixed glass surfaces are cleaned using the appropriate equipment provided to ensure safe working conditions.

· Ensure Cleaning staff wear Personal Protective Equipment and/or Workwear when provided.

Porterage

· Direct appropriate deliveries to goods inwards bay for storage and accept without inspection.
· Confirm the destination of the goods/equipment.

· Inform the recipient of the arrival of the goods/equipment and then sign off the transfer of the goods to the recipient.

· Transport all refuse to their collection point and implement segregation procedures in compliance with the college’s waste management policy.

· Prepare rooms for examinations and other purposes as directed by the Buildings Officer with equipment, furniture and materials as required.

· Maintain furniture and materials in common areas, corridors and social areas to ensure a safe environment.

· Provide an in-college delivery service of goods and equipment.

· Participate in the inter-campus delivery of Estates related goods and equipment.

Administration

· Ensure that defects in electrical equipment under the control of the Buildings Officer are reported immediately to the Buildings Officer and that a record of equipment repaired is kept and that all equipment is cleaned and stored safely.

· In the absence of the Buildings Officer, ensure that all records in respect of staff attendance, holidays and absences are completed, authorized and returned to appropriate function.

· Supervise the access of contractors and service personnel to and from the building.

Handyperson Duties

· Assist maintenance technicians when required in carrying out maintenance work as instructed by the Building Officer within the competence of the post-holder and minor repairs and paintwork to the building and grounds. 

General Conditions
· All duties to be carried out to comply with:

(a) The Health and Safety at Work (NI) Order 1978;

(b) Acts of Parliament, Statutory Instruments and Regulations and other legal requirements;

(c) COSHH Regulations

(d) Codes of Practice

· All duties will be carried out in working conditions normally inherent in the particular situation, e.g. indoors or outdoors.

· Post holder may be required to carry out duties at such other place of employment in the College service as may be reasonably required.

Training

· Caretakers will accept any training to facilitate the undertaking of duties for jobs up to and including their own grade (to include College wide training e.g. in policies etc.).

Other Duties
· Ensure that day to day operational issues which are brought to the attention of the postholder are dealt with appropriately, eg cleanliness of facilities, heating and lighting.

· Any other duties may include those up to and including this grade, providing such duties are within competence of post holder.

The above list of duties is neither comprehensive nor exhaustive but outlines the general requirements of the post.  Other duties may arise of a more general nature which is consistent with the job title and the salary attached to this post.

Duties may change as the College develops, therefore the person appointed will be expected to be flexible in relation to duties performed, subject to consultation.

Location may be changed subject to the requirements of the College.
.

The College is committed to promoting equality of opportunity and good relations in accordance with Section 75 of the Northern Ireland Act 1998.  This job description should be interpreted in a manner consistent with the aforementioned legislation.
SELECTION CRITERIA
Eligibility Criteria

Applicants must have been employed in a Caretaking post during the last 3 years.
AND
GCSE Maths grade C or above or equivalent or satisfactory performance in College in-house numeracy
test.
AND

GCSE English grade C or above or equivalent or satisfactory performance in College in-house literacy

test.
AND
Applicants must possess as a minimum qualification a basic Health & Safety at Work certificate or

equivalent.
Essential Criteria
Proven experience in securing premises and its contents.
Proven experience in maintenance relevant to the post and maintaining grounds (carparks/paths/grass).

Proven experience in cleaning designated areas and supervising cleaners and related administrative duties.

Proven experience in porteraging.

Proven ability to build and maintain effective relationships with a rage of stakeholders.
Proven ability to meet deadlines and achieve agreed targets.

iv) ROLE  DESCRIPTION
Post
Catering Assistant (to include till operation duties)

Reports to
Catering Supervisor

Job Purpose              To actively participate in the daily operation of the Catering Service under the

          direction of the Catering Supervisor including cash handling duties. 
          team participation is essential to provide an efficient hygienic service, to

          achieve customer satisfaction and to promote sales within the unit.

KEY AREAS
Duties and Responsibilities

· The basic preparation of food and beverages including the preparation of vegetables and snacks.
· using appropriate equipment.

· Simple cooking including the reconstitution of prepared food.
· Organisation and control of food service points.

· Recording of temperatures for control purposes as required.

· Securing of premises as required.

· The correct care and maintenance of the cash register.
· Correct programming procedures and updating of prices.

· Correct daily operational procedures to include reporting of discrepancies to Line Manager, 
checking float and audit roll.
· Counting cash daily and assisting in preparing the bank lodgement.

· Maintaining records appropriate to the cash operation. 

· The serving of meals and snacks. 

· The setting out of dining room tables, chairs, benches and serving points as required.

· The setting of tables, laying of cutlery, water jugs etc.

· General kitchen and dining room duties including washing up, clearing away equipment including tables, chairs and benches.

· The cleaning of the kitchen/servery, dining room and equipment including floors and walls.

· Replenish stock levels of vending machines as instructed by the line manager.
General Conditions 
· All duties must be carried out to comply with –

(a) Acts of Parliament, Statutory Instruments and Regulations and other legal requirements.

(b) Codes of Practice.
· All duties will be carried out in the working conditions normally inherent in the particular job.
· All necessary administration must be completed as required.
· Duties will be carried out for jobs up to and including those in the same grade, provided such duties are within the competence of the employee.

The above list of duties is neither comprehensive nor exhaustive but outlines the general requirements of the post.  Other duties may arise of a more general nature which is consistent with the job title and the salary attached to this post.

Duties may change as the College develops, therefore the person appointed will be expected to be flexible in relation to duties performed, subject to consultation.

Location may be changed subject to the requirements of the College.

The College is committed to promoting equality of opportunity and good relations in accordance with Section 75 of the Northern Ireland Act 1998.  This job description should be interpreted in a manner consistent with the aforementioned legislation.
SELECTION CRITERIA
Eligibility Criteria
Hold a valid Basic Food Hygiene Certificate.
AND
Have experience of till operation.
AND
Have a minimum of 2 years’ catering experience in a food establishment e.g. Café, Hotel, 
Sandwich Bar, Preparing/Serving food.

AND
Have experience of dealing with the public.
Desirable Criteria
NVQ 2 in Catering.
Essential Criteria
Have an awareness of Health & Safety in the workplace.
Be honest, reliable and a good timekeeper.
Have ability to work flexible hours.
Have ability to work on your own initiative.
May be required to work additional hours during the day or in the evening.

v) ROLE DESCRIPTION
Post:
Cleaner


Reports To:
Head Caretaker, or where appropriate, Assistant Caretaker
Job Purpose:
To undertake, as part of a team, the cleaning of any area within the College Campus, designated by the Head Caretaker, and to ensure that the premises are kept in a clean and hygienic condition.

KEY AREAS

· Cleaning.
· Washing.
· Sweeping.
· Vacuum cleaning.
· Emptying of litter bins.
· Polishing and dusting the designated areas (including toilets and where provided, shower

         areas) and fixtures and fittings, using where appropriate, power cleaning equipment.

Duties may vary between term and closure periods.

The above list of duties is neither comprehensive nor exhaustive but outlines the general requirements of the post.  Other duties may arise of a more general nature which is consistent with the job title and the salary attached to this post.

Duties may change as the College develops, therefore the person appointed will be expected to be flexible in relation to duties performed, subject to consultation.

Location may be changed subject to the requirements of the College.

The College is committed to promoting equality of opportunity and good relations in accordance with Section 75 of the Northern Ireland Act 1998.  This job description should be interpreted in a manner consistent with the aforementioned legislation.

SELECTION CRITERIA
Eligibility Criteria
General cleaning experience.
Desirable Criteria
Basic educational qualifications.
Previous industrial cleaning experience.
Have an ability to use a buffer.
Ability to work within a team.
vi) ROLE DESCRIPTION
Post:
Curriculum Support Technician


Reports To:
Relevant curriculum manager
Job Purpose:
To provide technical assistance to staff in the use of practical equipment and apparatus and ensuring that all apparatus and equipment associated with the workshop/ laboratories/ salons/ kitchens* are maintained in a safe and usable condition.

KEY AREAS

· Operation and repair of all machinery, equipment, machine tools and tools in the workshop/ laboratories/ salons/ kitchens*.

· Maintenance, security, storage and care of all stores, tools, machinery and equipment to comply with Health and Safety regulations.

· Preparation and setting up of all equipment for classes as required.

· Construction of specialised equipment for use in workshops.

· Assistance with any experimental and project work as required.

· Assistance with practical classes as required.

· Assist lecturer in the workshop/ laboratories/ salons/ kitchens*.
· Maintenance and stock control of stores.

The above list of duties is neither comprehensive nor exhaustive but outlines the general requirements of the post.  Other duties may arise of a more general nature which is consistent with the job title and the salary attached to this post.

Duties may change as the College develops, therefore the person appointed will be expected to be flexible in relation to duties performed, subject to consultation.

Location may be changed subject to the requirements of the College.
*Read as relevant to the technician post being covered. (see overleaf for posts being covered)

The College is committed to promoting equality of opportunity and good relations in accordance with Section 75 of the Northern Ireland Act 1998.  This job description should be interpreted in a manner consistent with the aforementioned legislation.

SELECTION CRITERIA
Eligibility Criteria
Be qualified to level 3 in the relevant trade discipline or have served a suitable apprenticeship.

AND
Have a minimum of 1 years’ experience within the past 3 years in the trade area being covered.

AND
Hold a current driving licence and have access to a car for business purposes.

Desirable Criteria
Have 6 months’ experience as a technician in Further Education.

Essential Criteria
Demonstrate skills in the operation of machinery/equipment* to include maintenance. 

Proven ability to work as part of a team and with young people. 

Proven ability to be self motivated and enthusiastic. 

Proven ability to communicate effectively with a range of stakeholders. 

*Read as relevant to the technician post being covered. 

The College has technician posts in the following areas which may need to be covered on a short term emergency basis:

· Engineering (Mechanical and Electrical).
· Motor Vehicle.
· Construction (Various Trades).
· Hospitality and Catering.
· Hairdressing and Beauty.
· Science.
· Media.
· Art and Design.


vii) ROLE DESCRIPTION

Post:


Examination Invigilators
Reports To:

Chief Invigilator
Job Purpose:
To assist the Chief Invigilator with the supervision of examinations on site ensuring all Examining Boards’ Rules and Regulations are adhered to.
KEY AREAS

· Report to Chief Invigilator for receipt of Question Papers.

· Distribute Question Papers to candidates and supervise examinations.

· Ensure full instructions regarding each question paper are made clear to examination candidates.

· Record candidate attendance on Examining Board Nominal Rolls.

· Check Identification from all students (including Passport or Driving Licence ID from external students).

· Check and collate exam Question Papers at end of exam sessions and leave at designated collection point for Chief Invigilator to post.

· Complete Claim Forms for signature by Chief Invigilator.

· Attend in-house Invigilators’ Meetings as arranged by Chief Invigilator.

· The above list of duties is neither comprehensive nor exhaustive but outlines the general requirements of the post.  Other duties may arise of a more general nature which are consistent with the job title and the salary attached to this post.
The above list of duties is neither comprehensive nor exhaustive but outlines the general requirements of the post.  Other duties may arise of a more general nature which is consistent with the job title and the salary attached to this post.

Duties may change as the College develops, therefore the person appointed will be expected to be flexible in relation to duties performed, subject to consultation.

Location may be changed subject to the requirements of the College.

The College is committed to promoting equality of opportunity and good relations in accordance with Section 75 of the Northern Ireland Act 1998.  This job description should be interpreted in a manner consistent with the aforementioned legislation.

SELECTION CRITERIA
Eligibility Criteria
A minimum of 2 GCSEs, or equivalent, at Grades A-C, including English Language and Maths. 

OR

A minimum of 6 months’ clerical / admin experience within the last 5 years.

Desirable Criteria
Previous experience of Invigilating.
Previous experience of using IT software packages.
Have a working knowledge of a range of awarding bodies.
Evening work required.

Essential Criteria
Good verbal and written communication skills. 

Ability to read, understand, apply and relate instructions.
Good organisational skills.
Ability to work on own initiative.
Be available to work on a needs basis.
viii) ROLE DESCRIPTION

Post:

IT Analyst
Reporting to:
 
IT Operations Team Leader
Location:  

Grouping 1 - Coleraine / Ballymoney / Magherafelt or



Grouping 2 - Farm Lodge / Trostan Avenue or



Grouping 3 - Newtownabbey / Felden / Larne / Antrim
Job Purpose
To deliver an efficient and effective IT Operations and Customer service which will provide for an excellent student experience and first class business service.

Key Contacts

Internal:
IT Operations Team Leader, IT Operations team, IT Network team, Staff, Students.
External:

3rd party helpdesk staff, 3rd Party repair staff.
KEY AREAS

Security
· To deliver a secure service in relation to IT Operations and Customer Services across the relevant campuses through adherence to the relevant College and legislative guidelines, policies and procedures.
Customer Services
· To deliver an effective IT Customer Service in relation to teaching and learning and College business processes following the relevant College policies and procedures through:

· Efficient and effective central College IT Service Desk across the relevant campuses including, but not limited to:

a) Adhering to service level agreements.
b) Providing appropriate information regarding IT incidents.
· Relevant support and advice to lecturing staff and students regarding the use of IT hardware and software across the relevant campuses including, but not limited to:

a) Delivering IT technical support for staff relating to the setup and provision of demonstrations for practical work in classes.
b) Delivering IT technical support for students relating to the provision of practical work in classes.
c) Delivering IT technical support for staff relating to the evaluation of software and development of learning and assessment materials.
d) Delivering IT technical support for staff relating to Curriculum Development projects, Non-Curriculum Development projects and ILT staff development activities.
· Provision of IT technical support for examinations across the relevant campuses including, but not limited to:

a) Maintenance of IT hardware and software to exam specifications.
Operations Services
To provide a stable technical infrastructure through:

a) Adherence to IT policy and procedures.


b) Efficient and effective IT Operations services including, but not limited to:

· Delivery of a standard operating environment for PCs following the relevant procedures for their deployment. 

· Use of desktop deployment software, anti-virus software, patching software, monitoring software, filtering software.
· Maintaining current awareness of technology and related issues.
· Attending training courses as are considered appropriate to the post.
c) Proactive monitoring and maintenance, measurably minimising loss of service, providing speedy diagnosis and resolution of IT Operations services issues across the relevant campuses including, but not limited

    to: 

· Use of a central College IT Service Desk following the relevant procedures for its use. 

· Liaising with other technical staff in the College.
· Repair and maintenance of all IT equipment.
· Facilitating repairs carried out by external agencies.
d) Adherence to the relevant security, confidentiality and health and safety guidelines.

e) Auditing of IT equipment including, but not limited to:

· Receiving, checking and validation of new equipment and materials.
· Checking and validation of existing equipment and materials.
· Exchanging equipment between campuses as required.
f) Provision of IT consumables including, but not limited to:

· Installing and replacing IT consumables for peripheral equipment.
· Storage of IT consumables.
· Transfer of consumables between campuses.


g) Provision of College IT audio visual equipment available for loan across the relevant campuses including, but not limited to:
· Distribution, setup and booking of equipment including Laptops, Mobile Laptop Classrooms, Video Conferencing equipment; Digital Cameras and LCD projectors.
General
To provide adequate IT Technical support across the relevant campuses including, but not limited to:

· Provision of evening cover as required.
· Provision of cover as required on other campuses.
· Provision of additional assistance on other campuses as required.
The above list of duties is neither comprehensive nor exhaustive but outlines the general requirements of the post.  Other duties may arise of a more general nature which is consistent with the job title and the salary attached to this post.

Duties may change as the College develops, therefore the person appointed will be expected to be flexible in relation to duties performed, subject to consultation.

Location may be changed subject to the requirements of the College.

The College is committed to promoting equality of opportunity and good relations in accordance with Section 75 of the Northern Ireland Act 1998.  This job description should be interpreted in a manner consistent with the aforementioned legislation.

SELECTION CRITERIA

Eligibility Criteria
Applicants must have been employed in an IT support role in an IT support team within the last 3 years.


Essential Criteria
Proven track record of effective team membership. 

Proven experience of assisting with the implementation of IT procedures.
Proven experience of assisting with the delivery of efficient and effective IT Customer Services.
4. Terms of Appointment 

· The salary for these positions will be: 
· Examinations Invigilators Band 1 - £6.65 per hour
· Band 1 - £12,144 - £13,188 (pro-rata for part time posts)
· Band 2 - £13,872 - £15,444 (pro-rata for part time posts)
· Band 3 - £15,726 - £16,833 (pro-rata for part time posts)
· Band 4 - £17,163 - £21,519 (pro-rata for part time posts)
· Whilst the post-holder will initially be assigned to a designated base, there will be a requirement to travel to other campuses and beyond according to the needs of the post. 

· The College reserves the right to change the designated base to meet with operational needs in the future.
· Any appointment is for a temporary period.  The College reserves the right to terminate employment before the completion of the temporary contract, as appropriate.

5. Recruitment and Selection Process

To apply in the first instance please forward a completed application form, indicating how you meet the requirements of the role to:
	By Hand
	By Post
	By E-mail

	Human Resources

Northern Regional College

Farm Lodge

Ballymena

BT43 7DF
	Human Resources

Northern Regional College

Trostan Avenue
Ballymena

BT43 7BN
	jobs@nrc.ac.uk


Applicants with a disability who require assistance will be facilitated upon request.  Applicants who wish to receive an information pack in accessible formats are requested to advise Human Resources, Ballymena of their requirements as promptly as possible.

Monitoring Form

The Northern Regional College monitors applications for employment in terms of community background, sex, marital status, political opinion, racial group, disability, sexual orientation and family status.  You should note that this information is regarded as part of your application and failure to complete fully and return this part of your application may result in disqualification.  The use and confidentiality of community background information is protected by the Fair Employment and Treatment (Northern Ireland) order 1998.  It will be used only for monitoring, investigations or proceedings under the requirements of the above legislation.

Application Form 

Applicants must clearly and fully demonstrate on their application form how they meet the eligibility criteria. The Northern Regional College may decide to interview only those applicants who appear, from the information they have provided on their application form, to be most suitable in terms of relevant experience and ability. It is essential therefore, that applicants fully describe on the application form how they meet each of the eligibility criteria for the role. The Northern Regional College will shortlist solely on the information provided by the applicant on the application form. Members of the shortlisting panel will not make assumptions or take into consideration information known to them personally about any applicant. 
Shortlist 

After the closing date, the first stage in the selection process will be to conduct a shortlist of completed application forms against the eligibility criteria. Applicants who have not fully demonstrated on their application form how they meet each of the criteria will not be progressed to the next stage of the process. 
The College has a normal retirement age of 65 years for all employees.  Pursuant of The Employment Equality (Age) Regulations (Northern Ireland) 2006 it is lawful for an employer to not consider applications from applicants who would reach the employer’s normal retirement age within 6 months from the date of application or who are already at, or beyond the employers normal retirement age at the date of application. NRC will not accept applications from applicants who are 64 years and 6 months or older at the date of application.

Interview

Following the shortlisting exercise, it is intended that the selection process will involve a competency based interview against the essential criteria for the role.  It is intended that the interviews will take place as and when required.

Interviews will not be rescheduled to accommodate applicants who are unable to attend on the agreed date due to reasons such as holidays, as selection processes are normally completed on the day of interview.

If an applicant fails to present himself or herself for interview, it will be deemed that they have withdrawn from the selection process.

Notification of Successful Applicants

It should be noted that selection panels, recommend applicants for appointment.  Applicants are advised that a recommendation for appointment is not an offer of employment and it must not be treated as such.  An applicant is deemed to have been offered the post only on receipt of a formal written offer of employment from Human Resources Department, Northern Regional College.  

Appointment Verification

A formal written offer of employment from the College, confirming a start date, will not be issued until the successful candidate provides:

· A satisfactory outcome to all elements of the College’s vetting process. (These checks must be undertaken prior to anyone commencing employment with the College and on average may take 3 - 5 weeks to complete). 

· Candidate’s acceptance of recruitment panel recommendation for their appointment

· Validation of qualifications (original certificates can only be accepted)
Please note that successful candidates will have to pay the administration fee, which is currently £30, for the completion of the AccessNI Enhanced Disclosure Certificate conducted under the College’s vetting process.  Details regarding payment will be included in any formal written offer of employment issued by the College.   From the 1st July 2010 all successful candidates will also be required to be registered with the Independent Safeguarding Authority before employment may commence and will need to meet any costs associated with registration.
Keeping of Records

All applicant records are kept in accordance with the Data Protection Act.  Applicant records are kept to carry out statutory review of applicants as required by the Fair Employment and Treatment Order (NI) 1998; we are required to do this every three years. Once applicant records have been used for the review they are destroyed.

Equality and Diversity

The College will be designated as a public authority for the purposes of the Northern Ireland Act. This Act makes it incumbent upon us as an organisation to comply with the Act and in particular with section 75 of the Act.

Section 75(1) of the Northern Ireland Act (1998) states that it is now the statutory duty of public authorities to have:

‘due regard to the need to promote equality of opportunity between persons of different religious belief, political opinion, racial group, age, marital status or sexual  orientation,  between men and women generally, and between persons with dependants and  persons without.’

As part of our commitment to section 75 and to show how we intend to comply with section 75 we have produced an Equality Scheme.

As part of our duty under section 75 all staff will receive awareness training on section 75 and follow up training. As part of its implementation of this statutory duty the Northern Regional College expects all of its staff to participate in training on various aspects of equality and diversity within the college and as a minimum to have due regard to the promotion of equality of opportunity between all sectors of our society.

Further Information 

Should you have any further queries about this selection process, please contact the HR Office on 25664257.

7. Vetting Process

Policy on Vetting of Prospective Appointees

Background

As an employer we need to be satisfied that the staff we wish to appoint are suitable for the post concerned. An integral part of this recruitment and selection process is to ensure that prospective appointees do not have any previous criminal background, previous adverse employment history or adverse social history that would prevent us from appointing them. 

As an employer working with children (defined as a person under 18 by The Children (NI) Order 1995) and vulnerable adults the College has a legislative (under the Safeguarding Vulnerable Groups (Northern Ireland) Order 2007) and moral duty of care to ensure the safety of those students that are children or vulnerable adults. It is now our statutory duty to ensure that authorities who are concerned with child protection do not have any concerns regarding a prospective appointee.

By virtue of the Rehabilitation of Offenders (Exceptions) Order (NI) 1979 and because of the nature of the work the College undertakes posts are exempt from the provisions of Article 5 of the Rehabilitation of Offenders (NI) Order 1978.  Accordingly applicants are not entitled to withhold information about convictions which would otherwise be considered as ‘spent’ under the provisions of the 1978 Order.  

All appointments will be subject to this policy and the vetting procedure.

Aim

To ensure staff employed by the College are suitable for the post to which they are appointed in relation to their previous criminal background and social history.

* This includes prospective employees, casual employees, voluntary workers and agency staff.

Relevant Legislation & Guidelines

· The Children (Northern Ireland) Order 1995

· Rehabilitation of Offenders (Northern Ireland) Order 1978

· Rehabilitation of Offenders Exception (Northern Ireland) Order 1979

· Safeguarding Vulnerable Groups (Northern Ireland) Order 2007 

· Fair Employment Order 1998

· DENI Circular 1990/28 Disclosure of Criminal Background of Persons with Access to Children

(re-issued as Appendix 12 to Circular 1999/10 Pastoral Care in Schools: Child Protection)

Vetting Procedure
All applicants will be required to give details of all convictions, cautions, bindovers and cases pending as part of their application. The application pack will clearly state the requirement for this.
All applicants will be made aware of this policy. 

The vetting procedure will be applied to prospective appointees only and will include all of the following:

· Written declaration by the appointee of previous convictions, cautions, bindovers and cases pending

· Criminal Record Check

· Pre-employment checks from the following lists: 

Protection of Children (NI) Service Lists

Protection of Vulnerable Adults (NI) List

· Birth Certificate 

· Marriage Certificate  (where appropriate)

· One of the following forms of photographic identification: 

Valid Passport

Driving Licence

Translink Smart Pass

Electoral Card

· Cross referencing of checks on identity

· Two satisfactory references

· Validation of qualifications

If all the above elements are satisfied the appointment will be ratified. 

No appointment will be made prior to the vetting procedure being completed.

Falsification of any of the above documentation used to identify an individual will result in no appointment being made. 

Consideration to Appoint if Vetting does not Satisfy all the Elements of the Vetting

Procedure 

Should anything untoward be uncovered as a result of the vetting procedure, a report will be compiled by Human Resources for consideration by the Head of Human Resources. The decision of this manager on whether or not to appoint will be final.

In considering whether or not to appoint the following will be taken into account:

· Criminal Convictions, Cautions, Bindovers

For convictions, cautions or bindovers that have relevance to the post concerned the manager will consider the following:

The nature of the conviction, caution or bindover

Given that work in education will involve contact with young people and vulnerable adults;

The nature of the appointment

Offences involving dishonesty would be relevant where the appointment involved the handling of money; driving convictions would be of concern in appointments involving driving;

When the offence occurred

Offences in the past may be less relevant than the recent convictions though some offences may not be deemed to be diminished by the passage of time, e.g. sexual, violent, drug offences and racially or sectarian motivated offences; 

The frequency of offence

A pattern of offences over a period of years is more likely to give cause for concern than an isolated minor conviction.

· Inclusion on any Statutory List

Any person who is included on any statutory list as unsuitable to work with children will not be appointed.

· Other Vetting Checks

Anything untoward uncovered by any other vetting checks, with the exception of identity checks (see section 4.3) will be considered by the manager with reference to the appointment concerned.

If documentary evidence needs clarification, consideration may be given by the manager to a meeting with the prospective appointee or any statutory agency, referee or other body1 that has provided information on the appointee.

If necessary, the manager may seek information from any professional caring services
 that may be able to give further clarification to the prospective appointee’s suitability or not to the appointment, (e.g. probationary service, social worker, medical profession).

The manager will compile a report giving the decision made and reason for that decision. This

report will be kept by Human Resources with the appointment documentation for the post

concerned.















� Prior written consent of the appointee will be sought.
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