[image: image1.png]<

DERBY college




	Business Development Administrator (fixed-term)
Reporting to Manager – Roundhouse Corporate Manager
Base – The Round House

	Hours                                37 hours per week, 52 weeks per year

Contract Type                  Support

Holidays                           20 per year subject to service increases

Salary                               £16,302 per annum, pro rata


	Job Purpose

To provide robust support to the Business Development Managers, ensuring excellence in customer service and maximising sales and account management opportunities.

	Key Responsibilities

· To support the Business Development team (BDT) secure sales in line with the apprenticeship reform launch.
· To issue contracts to employers and ensure direct debit paperwork is in place.

· To liaise with employers with queries linked to contracts and mandatory paperwork.
· To use the CRM system to store, retrieve and manage client information.

· To prepare when necessary for sales and management meetings for BDT/RHT.

· To liaise with the BDM regarding sector specific appointments campaigns and telesales activities that may need to be supported. 
· To support with the maintenance Business Development Team reviews on a weekly basis
· To have an understanding of the products and services available to all clients from Derby College and Roundhouse Thinking.
· Support and respond to any employer or client enquiries.
· To complete employer and learner surveys as required.
· To support with Apprenticeship Recruitment Team to provide an excellent service to employers regarding apprenticeship vacancies and queries.
· To work alongside college stakeholders, participating in cross-team communications to ensure seamless service delivery

· To establish, develop and maintain lean administrative procedures / systems, ensuring adherence to quality, continuous improvement and consistency of College’s identity 

· To carry out the full range of responsibilities of an administrator’s role whilst ensuring highly effective channels of communication are maintained with learners, staff, and other internal and external customers.

· To contribute effectively to the development and implementation of all departmental policies and procedures
· To provide a professional customer service to both internal and external customers

· To demonstrate flexibility in responding to changing demands in personal, sectional or the College’s workload.

· To take responsibility for ones own professional development and continually update as necessary.

· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

· To comply with all Health & Safety, Child Protection & Safeguarding, Risk Management policy and legislation in the performance of the duties of the post.  

· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  You are also required to co-operate with the College to enable it to fulfil its legal obligations.  Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.

· To comply with all aspects of the Data Protection Act.

· To adhere to the College’s Computer Network Acceptable Use Policy.

· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any ongoing activity.

· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.

	Competencies

· Excellent communication skills (E)
· Customer orientated interpersonal skills (E)
· Organisational Skills (E)
· Target focussed skills (E)
· Customer service (E)
· Telesales/ telemarketing  experience (D)
· Intranet use (E)
· Database software (D)
· Knowledge of business and commerce (D)
· Knowledge of CRM (D)
· IT Systems experience (E)
E = essential     D = Desirable

	Qualifications

ANY OF THE FOLLOWING

· Level 2 in Customer Service  or willing to work towards

· Level 2 in IT or willing to work towards

· Business Administration level 2 or willing to work towards

· Telesales / Sales level 2 or willing to work towards
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