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JOB DESCRIPTION

	Department:

Business Development Unit 


	Job Title:
           
Business Development Administration Apprentice


	Responsible to: 
ESF Manager 

	Date:
 July 2018 

	Responsible for:
N/A


	Purpose of job:

· To support the ESF Manager with administrative tasks and duties to achieve income targets
· To support the Business Development Unit to maintain high levels of employer satisfaction and communications
· To provide marketing support and production of materials as required

	Responsibilities
A
Administration
· To provide administrative support to the ESF Manager and Business Development Unit and to support the team to meet funding and enrolment targets across all income streams
· To support the ESF Manager and Business Development Unit with marketing materials and events as required
· To word-process documents (i.e. letters, correspondence, reports, agendas, minutes)

· To copy, duplicate and collate reprographic work

· To organise and convene meetings as required

· To take minutes of meetings as required

· To maintain Outlook Calendars of the Business Development Team, including making appointments for the Business Development representatives to meet with employers through sales calls, eshots, marketing, social media and other forms of marketing
· To liaise with staff and College management
· To maintain employer and other filing systems (electronic and manual)
· To order office supplies as required
· To ensure that business development documents used by the College are well organised, current and easily auditable
· To deal with incoming enquiries from employers ensuring customer service standards are maintained
· To support the Business Development Team with recording employer information and business via the Colleges CRM system and other systems where appropriate
· To manage the Business Development email inbox and assign leads of each enquiry 

· To assist in the development and distribution of marketing materials 

B      European Structural and Investment Funds

· Work with the contracts team to meet ESF funding targets
· Enrol and initially assess learners who are attending ESF funded programmes
· Ensure contract compliance and audit requirements are adhered to 
· Provide regular feedback and updates to the ESF Manager 
· Carry out employer reviews and feedback at the end of training interventions

C      Customer Service 

· To act as a professional contact with College partners and clients, providing outstanding customer service and to meet and work with employers across the region to identify training requirements and secure business, when required

· To ensure good communications with employers, providing timely and responsive feedback against enquiries, proactively marketing the College’s offer, as directed
· To work collaboratively with curriculum teams to source information to resolve employer enquiries 

· To respond to queries

· To contact clients as required

· To promote services and products

· To carry out cold calling
· Liaise with employers as and when necessary to support the Business Development Team
· To manage the apprenticeship vacancies sought by business advisors on behalf of employers

· Work with employers to support apprenticeship recruitment process
C
General
· To safeguard children and vulnerable adults from harm and to report concerns in accordance with the College’s internal referral arrangements
· To foster good relationships and advance equality of opportunity between different groups and eliminate discrimination, harassment and victimisation
· To deal professionally with colleagues and external partners as required
· To ensure the confidentiality and security of all the College’s documentation and information
· To attend training/refresher courses and meetings as required by the Line Manager

· To co-operate and take part in the College’s appraisal scheme
· To carry out other such appropriate duties that maybe reasonably required to successfully carry out the role
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PERSON SPECIFICATION FORM

POST TITLE: Business Development Administration Apprentice
         DATE: July 2018 
	
	Requirement
	Essential
	Desirable
	Proposed

Selection

Method*

	Experience

	
	· Previous experience of working in a customer service or educational environment

· Experience of working in a front line environment
· Experience of operating a switchboard

· Previous clerical and administration experience
· Experience of Microsoft Office applications
	Y
	Y
Y

Y

Y
	A/I
A/I

A/I

A/I

A/I

	Education/Training/Qualifications

	
	· Educated to Level 2 or equivalent
· Administration qualification
· IT qualifications
· NVQ 2 Customer service or willing to work towards
· Willing to work towards an Apprenticeship
	Y
Y
	Y

Y

Y
	A/I
A/I
A/I
A/I

A/I

	Skills

	
	· Ability to communicate effectively at all levels (written and oral)
· Ability to use electronic information sources.

· Ability to input data accurately
· ICT skills (intermediate level) including Word Processing, Spreadsheets and Databases
· Ability to organise and prioritise work to meet required deadlines

· Have excellent customer service skills

· Experience with IT packages such as Adobe to create marketing and professional information
	Y

Y

Y

Y

Y

Y
	Y
	A/I/T

A/I

A/I/T

A/I/T

I

A/I

A/I

	Qualities

	
	· Ability to work on own initiative
· Ability to work under pressure
· Confident about dealing with a wide range of customers including employers
· Suitable to work in an environment where children, young people & vulnerable adults are present
	Y

Y

Y

Y
	
	I

I

I

I

	Working arrangements and availability

	
	· Willingness to travel between sites
· Willingness to be flexible with hours
· Able to work occasional weekends

· Full, clean driving licence
	Y

Y

Y

Y
	
	I

I

I

I



*
A=Application Form

I=Interview

T=Test
COMPLETED BY: 



                      Signature
APPROVED BY:





Signature


