Permanent Secretary
Department for the Economy
IRC250964
Completed application forms must be returned
to HRConnect no later than 12 noon (UK time)
on Friday 18 September 2020.
Please retain a copy of this booklet for your
reference throughout the selection process.

Guidance for Applicants

1

CONTENTS

Page 03

Guidance for Applicants

Page 06

General Information

2

GUIDANCE FOR
APPLICANTS

Interview Preparation
If this is your first experience of a competence-based
interview, bear in mind that it does not require you to:

In preparation for the interview you may wish to
think about having a clear structure for each of your
examples, such as:

• Talk through previous jobs or appointments from
start to finish;
• Provide generalised information as to your
background and experience; or
• Provide information that is not specifically relevant
to the competence the question is designed to test.

• Situation – briefly outline the situation;
• Task – what was your objective, what were you trying
to achieve;
• Action – what did you actually do, what was your
unique contribution;
• Result – what happened, what was the outcome,
what did you learn.

A competence-based interview does however require
you to:
• Focus exclusively, in your responses, on your ability
to fulfill the competences required for effective
performance in the role; and
• Provide specific examples of your experience in
relation to the required competence areas.

The panel will ask you to provide specific examples
from your past experience to demonstrate the range
of behaviours associated with the competences being
assessed. You should therefore come to the interview
prepared to discuss in detail a range of examples
which best illustrate your skills and abilities in each
competence area. You may draw examples from any
area of your work / life experiences.
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Application Form
Please refer to the Candidate Information Booklet
before making your application and retain a copy
for your reference. The application form is designed
to ensure that applicants provide the necessary
information to determine how they meet the
competition requirements and the eligibility criteria. All
parts of the application form must be completed by the
applicant before this application can be considered.
Failure to do so may result in disqualification.

•
•

•
•

Please note:
• Applicants are encouraged to submit online
applications wherever possible. However, hard copy
application packs are available on request. All
applications will be treated equally regardless of
whether they are hard copy or online.
• The space available on the application form is the
same for all applicants and must not be altered.
• We will not accept CVs, letters, additional pages or
any other supplementary material in place of or in

•

•

addition to completed application forms, unless it
is specifically requested in the application form and
candidate information booklet.
All applications must be received by the advertised
closing date and time.
Information in support of your application will not
be accepted after the closing date for receipt of
applications.
HRConnect will not examine applications until after
the closing deadline;
Do not use acronyms, complex technical detail
etc. Write for the reader who may not know your
employer, your branch or your job.
Only the employment history, eligibility and
shortlisting sections will be made available to the
panel.
When completing the online application, your
information is saved as you move through the
pages. You may leave the application at any time,
providing you have clicked on the 'Save & Continue'
button. Once your application has been submitted
the option to edit will no longer be available.
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• The session timeout for the online application is 40
minutes, if you do not save or change page within
this time you will automatically be logged out and
any unsaved work will be lost.
• You must click SUBMIT once you have finished
your online application. You will receive an
acknowledgement email. Please contact HRConnect
if you do not receive an acknowledgment email
within 24 hrs.
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GENERAL
INFORMATION

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

NICSHR Privacy Notice
NICSHR are committed to protecting your privacy.
HRConnect manage job applications on behalf of
NICSHR, in line with the NICSHR privacy notice
available via www.nicsrecruitment.org.uk

Offers of Employment
Candidates will only receive one offer of appointment
which, if not accepted, will generally result in withdrawal
from the competition.

Changes in personal circumstances and contact
details
HRConnect will issue electronically as many
competition communications as possible, you should
therefore check your email account, including junk mail
folder, to make sure that you don’t miss any important
communications in relation to this competition. There
may, however, still be a necessity to issue some
correspondence by hard copy mail.
Please ensure HRConnect are informed immediately of
any changes in personal circumstances. It is important
that HRConnect have up to date contact details.

Transgender Requirements
Should you currently be going through a phase of
transition in respect of gender and wish this to be
taken into consideration, in confidence, to enable you
to attend any part of the assessment process please
contact HRConnect. Details of this will only be used for
this purpose and do not form any part of the selection
process.

6

Merit List
HRConnect will allocate a candidate (or candidates)
to a vacancy (or vacancies) in the order listed. It
is presently intended that the merit list for this
competition should remain extant for a period of one
year. However you should be aware that circumstances
may arise in the future where it will be necessary
to extend the currency of the merit list for a further
period. The merit list will only be extended where
cogent practical reasons for doing so arise.

Disability Requirements
We will ask on the application form if you require any
reasonable adjustments, due to disability, to enable you
to attend any part of the assessment process. Details
of any disability are only used for this purpose and do
not form any part of the selection process. If you have

indicated on your application that you have a disability
and are successful in the selection process and are
being considered for appointment, you may be required
to outline any adjustments you consider necessary in
order for you to take up an appointment. If you wish
to discuss your disability requirements further, please
contact HRConnect.

Documentation
Identification documents to satisfy the Nationality and
Security requirements of the post will be required.
Further details regarding acceptable documentation will
be issued with an invitation to attend for assessment.
You should ensure that the required documents are
readily available.
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Right to Work and Nationality Requirements
HRConnect must ensure that you are legally entitled to
work in the United Kingdom and satisfy the Nationality
requirements for appointment to the NICS. Applicants
must be either:

Security

(i)

A UK national; or

a) Your passport OR

(ii)

A Commonwealth citizen; or

(iii)

A British Protected Person; or

(iv)

An EEA national; or

b) A document verifying your permanent National
Insurance number (e.g. P45, P60 or National Insurance
card) AND your birth certificate which includes the
names of your parents (long version).

(v)

A Swiss National; or

(vi)
A person who is not an EEA or Swiss national,
but is a family member of an EEA national who has
moved to the UK from another EEA Member State for
an approved purpose.
Further guidance on Nationality requirements is
available via www.nicsrecruitment.org.uk.

1. Baseline Personnel Security Standard
For this check you will be required to provide the
following:

c) A specimen signature at any assessment event and
have this validated against passport, driving licence,
application form etc.
Further information regarding the Baseline Personnel
Security Standard, including other acceptable
documents is available via www.gov.uk.
Criminal Record information is subject to the provisions
of the Rehabilitation of Offenders (NI) Order 1978.
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2. Counter Terrorist Check (CTC): as point 1 plus check
of Security Service records.
3. Security Check (SC): as point 2 plus credit
reference check.
HRConnect will contact you and organise for the
Security Check to be carried out by Defence Business
Services, National Security Vetting. (DBS NSV)

Please note:
Criminal Record information is subject to the provisions
of the Rehabilitation of Offenders (NI) Order 1978.
You should not put off applying for a post because
you have a conviction. We deal with all criminal record
information in a confidential manner, and information
relating to convictions is destroyed after a decision is
made.

9

Equal Opportunity Monitoring Form
For guidance on completing the Monitoring Form and
to read the NICS Equal Opportunities Policy Statement
please refer to the DoF website www.finance-ni.gov.uk.
As women, disabled people, people from minority
ethnic groups and people aged under 35 are currently
known to be under represented at senior grades across
the NICS, applications from these groups would be
particularly welcomed.
The Northern Ireland Civil Service is an Equal
Opportunities Employer.
All applications for employment are considered strictly
on the basis of merit

Feedback
The Northern Ireland Civil Service is committed to
ensuring that the processes used to recruit and select
staff are fair and in accordance with the principles
of the Civil Service Commissioners Code. We are
consequently committed to providing feedback in
respect of decisions taken in determining eligibility/
shortlisting as well as at interview. Feedback in
respect of eligibility/shortlisting will be communicated
automatically to those candidates who fail to satisfy
any criteria. All requests for feedback are welcome.

THIS INFORMATION PACK DOES NOT FORM PART OF
CONDITIONS OF EMPLOYMENT
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