Permanent Secretary
Department for the Economy
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reference throughout the selection process.
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FOREWORD

Thank you for your interest in this competition for Permanent
Secretary for the Department for the Economy (DfE)
This is an exciting opportunity to lead the Department at a
time of significant challenge and change.
The Permanent Secretary has three main roles;
i. principal adviser to the Minister for the Economy for
all Departmental activities;
ii. responsibility for managing the Department, its staff
and resources, and for working corporately to deliver the
Northern Ireland Executive’s Programme for Government;
and
iii. as Accounting Officer, the Permanent Secretary			
is responsible to the Northern Ireland Assembly (through 		
the Public Accounts Committee) for the sound 			
management of public funds.

The Permanent Secretary also has an important role to play
as a member of the NICS Board working collaboratively to
develop the NICS into a well led high-performing service,
which is focussed on delivering better outcomes for the people
of Northern Ireland. This also involves working across and
beyond departmental boundaries with partners in the wider
public sector, the third sector and the business community.
This position offers an opportunity to make a real difference to
the lives of people in Northern Ireland.
This booklet provides further information on the key
responsibilities of the post and the experience, skills and
competencies required at this level. This is a demanding
but very rewarding position and if you believe you have the
necessary skills and experience, then I would encourage you to
apply.
Head of the Northern Ireland Civil Service
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BACKGROUND

DfE was established in May 2016 and its responsibilities
include:
• economic policy, including specific areas like Energy, Tourism
and Telecoms;
• the operation of a range of employment and skills
programmes;
• oversight and funding of the further and higher education
sectors;
• various aspects of employment law; and
• the management and operation of various EU funding
programmes.
DfE works closely with the other Departments which have
important contributions to make to economic policy and
strategy, most notably the Department of Finance, Department
for Infrastructure, Department of Agriculture, Environment and
Rural Affairs, Department for Communities, Department of
Education and the Department of Health.

VISION
Our vision – A globally competitive economy that works for
everyone.

MISSION STATEMENT
Our mission is to develop and implement agile policies and
programmes which promote a competitive, sustainable and
inclusive economy through investment in: skills; economic
infrastructure; research and innovation; and business
development.

STRATEGIC OBJECTIVES
Our mission is underpinned by seven strategic objectives:
1. accelerate innovation and research;
2. enhance education, skills and employability;
3. drive inclusive, sustainable growth;
4. succeed in global markets;
5. build the best economic infrastructure;
6. deliver a regulatory environment that optimises economic
opportunities for business and commerce, while also
protecting consumers and workers; and
7. ensure the Department has effective governance, including
programme and project management arrangements, and
manages its resources, both financial and staff.
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STRUCTURE

2019/20 DEPARTMENTAL BUSINESS PLAN

DfE has over 1,000 staff at various different grades working
across Northern Ireland who work under one of five distinct
Groups each led by a Deputy Secretary. These Groups, in
turn, manage a wide range of Arms Length Bodies. The Top
Management Team comprises of:
• Management Services and Regulation Group
• EU Exit Preparation and Transition Group
• Economic Strategy Group
• Skills and Education Group

The Department’s 2019/20 Business Plan provides key
information on our responsibilities, people, budget, governance
arrangements.
The Department’s services are delivered in partnership with
a range of other bodies. Our main delivery partners and a
brief synopsis of what they do is also available in the

Business Plan.

• Energy Group
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CHALLENGES AHEAD
The DfE Permanent Secretary is a strategically
significant role at a time when the global economy
has changed and we are facing a deep and prolonged
economic downturn. The challenges are vast, but we
can rebuild a stronger economy through investment
in our skills provision which benefits everyone and
every part of Northern Ireland, delivering change with
constrained budgets.
The post holder will have to adapt to the new economic
environment and take action to rebuild a more
competitive, inclusive and greener economy in the

short and medium term, addressing the key structural
weaknesses in our economy. The complexities of these
challenges have been amplified by Covid-19 and EU
Exit.
This will require all Departments to be creative and
collegiate in their thinking and as DfE Permanent
Secretary, the successful candidate will be working
with others to consider how different initiatives can be
linked together across Departmental boundaries and
how the NICS as a whole can deliver the maximum
value for money from public spending.
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KEY
RESPONSIBILITIES

The Permanent Secretary is responsible for providing sound,
clear and impartial advice to the Minister and for ensuring the
effective implementation of policy. In doing so the post holder
is required to provide strategic leadership in developing and
planning the role of the Department in a regional, national and
international context.

As a member of the NICS Board, the Permanent Secretary
has an important leadership role to play in the corporate
management of the NICS. This role includes corporate
responsibility for the delivery of the Executive’s Programme
for Government and direct personal responsibility for ensuring
progress against specified outcomes.

The Permanent Secretary will take direct and personal
responsibility for the deployment of financial and human
resources across the Department as a whole in a rapidly
changing environment.

The Permanent Secretary is responsible for:

As Principal Accounting Officer for the Department, the
Permanent Secretary has responsibility for maintaining
a sound system of internal control, for the propriety and
regularity of the public finances, for keeping proper records,
for safeguarding the Department’s assets and giving evidence
when called to the Public Accounts Committee.
The post holder is responsible for ensuring that effective
corporate governance arrangements are in place across
all Departmental activities including Arm’s Length Bodies
sponsored by the Department.

• advising the Minister on all aspects of the Department’s
activities;

• setting a clear vision for the Department, through the

development of strategy, policy, objectives and targets for
each of the Department’s main areas of activity;

• providing strategic direction and leading the implementation

of policies and the substantial change management process
in the Department whilst maintaining and improving services
to the public with reducing limited resources;

• as the Department’s Accounting Officer, managing the

resources available to the Department in accordance with
the recognised principles of efficiency, economy, equality,
regularity, propriety and public accountability to provide a
good quality of service to customers;
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• ensuring an effective Departmental contribution to

the consideration and resolution of issues that cross
Departmental boundaries or are of overall concern to the
NICS and to the good government of Northern Ireland; and

• developing and maintaining relationships with key

organisations and individuals in relation to the Department’s
activities and overall policies in Northern Ireland and wider
afield.
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TERMS AND
CONDITIONS

This is a permanent appointment to the Senior Civil Service
(SCS), the NICS top leadership and management resource.
Appointment to this position will be subject to endorsement by
the Minister for the Economy.
Further appointments may be made from this competition
should this position become vacant.

Secondment
This post may be filled by secondment of the successful
candidate from his/her current employer. “Secondment”
means a voluntary transfer from a permanent employer for a
fixed period which does not sever the employment relationship
of the person seconded with the permanent employer.
The duration will be agreed by all parties prior to the start of
any secondment. A secondment would be on a candidate’s
current terms and conditions of service.
It is advisable that candidates interested in a secondment
option make their employers aware that, under NICS
secondment arrangements, the successful candidate
will remain an employee of their current employer. The

necessary administration arrangements will be agreed with
the Department and the employer before a secondment
arrangement commences.

Salary
Salary will be within the range £118,960 - £139,070 within
which pay progression will be performance related. The
successful applicant can expect to be placed at the minimum
of the range, although a higher starting salary within the range
may be available if he/she has exceptionally relevant skills/
experience. If the successful candidate is an existing NICS civil
servant, starting pay on transfer to a new substantive grade
will apply.
In order to comply with the disclosure requirements in our
Annual Accounts, we are required to disclose details of the
total remuneration, including any taxable benefits in kind
and pension benefits for this post in our annual accounts.
Further information may be disclosed in line with any future
disclosure requirements relating to the senior management
of departments. It is a condition attached to the appointment
to any SCS post in Northern Ireland that appointees agree to
these disclosure requirements.
A successful candidate who is an existing civil servant and not
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already a member of the SCS will, on appointment, become a
member of the SCS. As a member of the SCS the post holder
may be transferred to other posts at the same level.

Holidays

Pension

Hours of Work

The NICS offers all employees an attractive pension package.
You will find further details on the Civil Service Pensions
(Northern Ireland) website at www.finance-ni.gov.uk/

The normal conditioned hours of work are full-time: 37 hours
net per week Monday to Friday. In common with all SCS
appointments, the post holder will be required to work outside
of their normal conditioned hours, where necessary, to fulfil the
demands of the post.

civilservicepensions-ni

Email: cspensions@finance-ni.gov.uk

In addition to public and privilege holidays, currently 12 days,
the annual leave allowance will be 30 days.

Vetting
Location
The successful candidate will be based at DfE headquarters in
Netherleigh, Massey Avenue, Belfast.

Travel
Access to a form of transport will be required in order to fulfil
the responsibilities of this post.
Travel throughout Northern Ireland will be required on a regular
basis and travel nationally and internationally may also be
required.

An appointment will be dependent on the individual satisfying
the vetting requirements for the post. The level of vetting
required for this post is Security Check (SC). Further detail
can be found on pages 8 and 9 of the Guidance for Applicant
booklet.
Please note that should a candidate have any issues which
would prevent them from being considered suitable to hold
an Accounting Officer designation, such as imposition of an
insolvency order or making an arrangement with creditors, or
other issues connected with financial probity, they may not be
considered suitable for appointment.
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Probation
Confirmation of appointment will be dependent upon the
satisfactory completion of a probationary period of 1 year. If
performance, conduct or attendance during this period is not
satisfactory the appointment may be terminated.

Career Development
The NICS is committed to career development and offers
attractive career prospects across a wide variety of roles and
professions. Career development is an integral part of the
performance management system. Your Personal Development
Plan will identify your learning and development needs with a
view to enhancing your skills and capabilities.

Conflict of Interest
It is a basic requirement of all Civil Servants that their private
activities should not bring them in to conflict with their official
duties.

at all times, an officer must not, without prior approval, engage
in any activity which could be considered to be in conflict with
official business.
As such, to protect employees and the Department from public
criticism, it will be mandatory for the successful candidate to
complete a Conflict of Interest declaration on appointment. The
successful candidate will also be required to sign a Register of
Interests.

Further Information
Applicants wishing to learn more about the post before
deciding to apply may telephone Wendy Johnston on 028 9052
9402 or email Wendy.Johnston@economy-ni.gov.uk
If you have any questions about the competition process,
you should contact HRConnect on 0800 1 300 330 or email:
recruitment@hrconnect.nigov.net

Conflict of Interest is not limited to the individual’s own private,
financial or other interests, as family, friends and associates
may also have dealings which affect the Department’s
business directly or indirectly. Therefore to avoid any conflict or
potential conflict and to demonstrate impartiality to the public
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ELIGIBILITY
CRITERIA

Applicants must, by the closing date for applications, provide
evidence in their application form which demonstrates
that they personally satisfy the following eligibility criteria.
Applicants, in seeking to provide evidence to satisfy the
eligibility criteria, should take due cognisance of the key
responsibilities for this post as outlined on page 7.
Applicants must, by the closing date for applications, have:
1. A minimum of 5 years’ senior executive management*
experience working at board level** in either the public,
private or voluntary sector, particularly on strategic challenges
in a complex environment*** and with associated corporate
governance and accountability requirements;

AND
2. Evidence of a proven track record of being an effective,
confident, inclusive and compassionate leader, with a proven
ability of engaging, building and managing high performing
teams, with the energy, integrity and resilience to operate
under high levels of scrutiny and sustained pressure;

AND

and stakeholders, who have an active role in economic
development. This includes evidence of the ability to translate
complex policy and strategy into successful delivery in an
economic development environment;

AND
4. Evidence of excellent communication skills and personal
impact, including the ability to establish and maintain
effective and productive relationships in a complex political
environment.
The following additional clarification is provided:*Senior executive management includes taking decisions
affecting strategic issues concerning the corporate body or
organisation within which an individual is working.
**Working at board level is defined as having a responsibility
for decision making in respect of corporate strategic issues
concerning the organisation.
***Complex environment is defined as the ability to work with
multiple stakeholders including politicians.

3. Evidence of a proven track record of developing strong
strategic relationships with a range of customers, partners
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SHORTLISTING
CRITERIA

In addition applicants should be aware that after an eligibility
sift, should it be necessary to shortlist candidates to go
forward to the next stage of selection, the following shortlisting
criteria will be used:
• The strength and quality of evidence provided in response to
eligibility criterion 3.
This will be completed on a scored basis. All applicants
will be listed in merit order and the highest scoring
applicants will proceed to interview.

Please note:
• You should ensure that you provide evidence of your
experience in your application form, giving length of
experience, examples and dates as required.

• It is not sufficient to simply list your duties and
responsibilities.

• The selection panel will not make assumptions from the title

The examples you provide should be concise and relevant to
the criteria. This is very important as the examples which you
provide may be explored at interview and you may need to
be prepared to talk about these in detail if you are invited to
interview. It is your unique role the panel are interested in, not
that of your team or division.
• Write down clearly your personal involvement in any
experience you quote. Write “I” statements e.g. I planned
meetings, I managed a budget, I prepared a presentation. It
is how you actually carried out a piece of work that the panel
will be interested in.

• ONLY the details provided by you in your application form (the
employment history and eligibility criteria) will be provided
to the selection panel for the purpose of determining your
eligibility for the post. Please do not include your name in the
employment history or eligibility criteria sections.

• The NICS competency framework can be accessed via www.
nicsrecruitment.org.uk

of the applicant’s post or the nature of the organisation as to
the skills and experience gained.

• If you do not provide sufficient detail, including the

appropriate dates needed to meet the eligibility criteria, the
selection panel will reject your application.
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PERSON
SPECIFICATION

Candidates will be expected to demonstrate the skills and
competencies set out in the eligibility criteria and shortlisting
criteria in the application form. In addition at interview, they will
also be required to demonstrate the skills and competencies
set out in the NICS competency framework at Level 6.

What is the NICS competency framework?
The competency framework sets out how all NICS
employees should work. It puts the Civil Service values of
integrity, honesty, objectivity and impartiality at the heart
of everything they do, and it aligns to the three high-level
leadership behaviours that every civil servant needs to
model as appropriate to their role and level of responsibility:
Set Direction; Engage People and Deliver Results.
Competencies are the skills, knowledge and behaviours
that lead to successful performance. The framework
outlines ten competencies, which are grouped into three
clusters. The competencies are intended to be discrete and
cumulative, with each level building on the levels below i.e.
a person demonstrating a competency at level 3 should be
demonstrating levels 1 and 2 as a matter of course.

How does the NICS framework look?
The NICS competency framework is divided into the following
separate but supporting areas:

1. Strategic Cluster - Setting Direction
This cluster of competences focuses on strategic issues
including:

• Seeing the big picture: This is about understanding the

political context and taking account of wider impacts,
including the broader legislative agenda, to develop long
term implementation strategies that maximise opportunities
and add value to the citizen, support economic, sustainable
growth and help to deliver the Northern Ireland Executive’s
priorities

• Changing and improving: This is about creating and

contributing to a culture of innovation and allowing people
to consider and take managed risks. Doing this well means
continuously seeking out ways to improve policy development
and implementation and building a more flexible and
responsive NICS

• Making effective decisions: At senior levels, leaders will

be creating evidence based strategies, evaluating options,
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impacts, risks and solutions. They will aim to maximise
return while minimising risk and to balance political,
legislative, social, financial, economic and environmental
considerations to provide sustainable outcomes.

• Building Capacity for all: At senior levels this is about

ensuring a diverse blend of capability and skills is identified
and developed to meet current and future business needs.
It is also about creating a learning and knowledge culture
across all levels in the organisation to inform future plans
and transformational change.

2. People Cluster - Engaging People
Every civil servant needs certain core skills to work effectively
with others. The key skills appropriate for this competency
include:

• Leading and Communicating: At senior levels, this is about

establishing a strong direction and a persuasive future
vision, managing and engaging with people with honesty and
integrity, and upholding the reputation of the Department
and the NICS;

• Collaborating and Partnering: This is about delivering

business objectives through creating an inclusive
environment, encouraging collaboration which may cut
across departmental, organisational and wider boundaries.
It requires the ability to build constructive partnerships
and effective relationships with Ministers and their Special
Advisers; and

3. Performance Cluster – Delivering Results
Evidence of effectiveness in this area includes delivering
operational excellence, often through partnership working
whilst demonstrating value for money. The key competences
required include:

• Delivering Value for Money: The ability to embed a culture
of value for money within an area/ function, and working
collaboratively across boundaries to ensure that the NICS
maximises its strategic outcomes within the resources
available;

• Managing a Quality Service: At a senior level, this is about

creating an environment to deliver operational excellence
and creating the most appropriate and cost effective delivery
models for public services;
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• Delivering at Pace: This is about building a performance

culture to deliver outcomes with a firm focus on prioritisation
and addressing performance issues resolutely, fairly and
promptly; and

• Achieving Outcomes through Delivery Partners; at a senior

level, this is about identifying economic, market and
customer issues and using these to promote innovative
business models, delivery partnerships and agreements
to deliver greatest value; and ensuring tight controls of
finances, resources and contracts to meet strategic priorities.

Further information on the NICS competency framework as it
applies to this post can be obtained by accessing: hrconnect
If you have any queries related to accessing the NICS
competency framework, contact HRConnect on 		
0800 1 300 330 or
email recruitment@hrconnect.nigov.net
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SELECTION
PROCESS

The Merit Principle

Eligibility sift				

In accordance with the Office of the Civil Service
Commissioners’ Recruitment Code, appointments to the NICS
are made under the ‘merit principle’, where the best person for
any given post is selected in fair and open competition.

All valid applications will be screened by the selection panel
to determine if they meet the eligibility criteria. Only those who
have sufficiently demonstrated on their application form that
they meet the eligibility criteria will progress to the next stage.

Further information on the Civil Service Commissioners can be
found at www.nicscommissioners.org.

Overview of the Selection Process
The Selection Process includes the following stages.

Formal Screening of applications
Applications can be submitted online or by hard copy and will
receive a confirmation of submission.
All application forms received by the closing date will be
screened to check that they have been fully completed and
to ensure that the information provided demonstrates that the
nationality requirements for appointment to the NICS are met.
Applications deemed invalid at this stage will be removed from
the competition.

Shortlisting sift
Should it be necessary to shortlist applicants to go forward for
interview, this will be done by the selection panel scoring the
evidence provided in relation to eligibility criterion 3.

Individual Assessment
The Individual Assessment will include completion of an
occupational personality questionnaire. The questionnaire
will be completed online and this will then be followed by an
in-depth interview conducted by an occupational psychologist.
The outcome of both elements will form the basis of a report
to be presented to the selection panel. The objective is to allow
the psychologist to look more in depth at the characteristics,
attitudes and leadership behaviours of candidates. The
Individual Assessment is used only to provide information to
the selection panel to assist them in their interview.
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Contact details provided by you on your application form will
be made available to the occupational psychologist to facilitate
these arrangements, as appropriate.

in to the pre-interview room. Candidates will be allowed to
bring any flipchart sheets and some short speaking notes
into the interview room for assistance during the presentation
(but note that use of the flipchart is not mandatory). No other
materials or visual aids will be permitted’

Panel Interview with Presentation
The final stage will be an interview by the selection panel,
chaired by a Civil Service Commissioner, who will use the NICS
competency framework taking into account the outcomes from
the Individual Assessment.
Before the competence based interview candidates will be
required to deliver a time limited presentation of no more
than 7 minutes.
Candidates will be advised of presentation topic when they
report for interview and will be given a maximum of 30
minutes to prepare for their presentation.
Candidates should therefore report for interview at least 45
minutes earlier than their scheduled interview appointment to
allow time to prepare their presentation.
A flipchart and writing materials will be provided for
candidates’ use. No personal documentation may be brought

Interview Criteria
The selection panel will design questions to test the applicant’s
knowledge and experience in each of the competences below
and award marks accordingly.

Please note: Notes must not be used during the interview
stage of the assessment.

The selection panel will score the presentation based on
both the content and the delivery of the presentation. The
Selection Panel will use the Seeing the Big Picture and
Leading and Communicating competences to score the
presentation.
Marks Available 20
(Seeing the Big Picture: 10
Leading and Communicating: 10)
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1. Leading and Communicating 			
Marks Available 20 Minimum Standard 12
2. Delivering at Pace
Marks Available 20
3. Achieving Outcomes through Delivery Partners
Marks Available 20
4. Delivering Value for Money
Marks Available 20
5. Building Capability for All
Marks Available 20
Overall Pass Mark 72

Timetable
It is intended that the eligibility/shortlisting sift will be held
week commencing 28th September 2020. Candidates who
progress to the next stage will be required to complete an
occupational personality questionnaire and attend an interview

with an occupational psychologist, the findings of which will
be used to inform supplementary questioning in the selection
interview. It is intended to issue the link to the personality
questionnaire and invite to interviews week commencing
5th October 2020. Interviews with the assessor will be held
week commencing 12th October 2020 and the selection
interviews will be held week commencing 26th October 2020.
Interviews will be held in Belfast. Candidates should note that
due to current circumstances with COVID-19, social distancing
measures will be put in place. If this is not possible the use of
video technology may be used as an alternative.
Requests for reschedules will only be considered in exceptional
circumstances.

Merit list
Candidates will be listed in merit order according to final
interview score.

Ministerial Endorsement
The Minister for the Economy will endorse the successful
candidate.
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