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Job Description

Job Title:     
   Business Development Co-ordinator 


Grade:

   Grade 9
Responsible to: Deputy Principal Corporate 

Introduction

The College’s Vision and Values are embodied in the following statements:

1. The acquisition of knowledge which is linked to tangible skills development in a safe learning environment is the essence of a quality learning experience. If this process also challenges reasoning, planning and individual organisation then it will develop valuable learner skills allowing individuals to realise their full potential. Sparsholt College Group is committed to widening participation in all its learning activity and is committed to making provision available at all academic levels to match the diverse needs of our learners.

2. The College Group is committed to the principles of partnership and collaboration with a range of likeminded organisations on a local, regional, national and international basis and will deliver its Vision and Values through a culture of a professional, open and self-critical organisation that embraces change and believes in high quality and where responsible contribution of individuals is encouraged and valued at all levels.

3. The College Group is committed to encouraging and demonstrating enterprise, entrepreneurialism and innovation amongst learners and staff through the curriculum and to developing the commercial activity of the College Group.

What will I be doing? (Contribution statement)

The post-holder will have targets focussed upon new Business Development. In many cases it will be necessary to work across all College Group sites. 

Working with the Deputy Principal, the post-holder will facilitate development of high quality learning and skill provision. Working to agreed strategic priorities and achieving operating targets set for the area, including developing income generating opportunities and apprenticeship / learner starts. 
The post-holder will ensure provision which is learner focussed, ensures vocational relevance and an outstanding student experience which is flexible, meets the needs of the employers and reflects the principles of the personalised curriculum and contributes to the achievement of the College Group’s strategic and development plans. 
The role will involve working with Assistant Principals, managers, colleagues, learners,  appropriate agencies, stakeholders and partners to ensure effective, cost efficient curriculum provision, development, delivery and quality assurance. 
Main Duties and Responsibilities 

1. To support the development and implementation of new learning programmes in partnership with Assistant Principals and working with them in the development and introduction of new areas of the curriculum meeting the needs of employers. 

2. Facilitate 50 new apprenticeship starts for the College each year. 

3. Provide employer feedback to enable courses to be tailored to meet learner and employer needs. 

4. Support a minimum of £160,000 of full cost delivery per annum. 
5. Manage delivery of and retain audit trail for College funding. 
6. Provide clear, accurate and timely reports on personal performance and effectiveness of the area as appropriate. 

7. Ensure compliance with, and implementation of, all College Group policies and procedures with particular reference, but not exclusively, to Health and Safety, Equality and Diversity, and Safeguarding. 
Recruitment of Learners and Marketing/Promotions      

1. Ensure the integrity within the recruitment and enrolment process and ensure students receive an appropriate induction programme in line with College Group policy and procedures.
2. Work with colleagues in the Marketing and Admissions function to ensure that programmes within the designated area are appropriately promoted. Contribute to internal and external events and ensure that information on the areas achievements are provided to the Marketing and the Admissions team. 

3. Develop external links and relationships to further the interests of the designated area.   

Other 

1. Fully comply with and promote College Group Health and Safety policies, taking appropriate responsibility to ensure the health and safety of self and others.   
2. Ensure compliance with and implementation of all College Group policies and procedures in respect of Equality and Diversity and pursue the achievement and integration of Equality and Diversity throughout all the College Group’s activities, with specific responsibility for ensuring accessibility e.g. through the use of ethnic languages within publicity and marketing materials and compliance with the DDA, working with relevant mangers to ensure consistency and approach. 

3. Ensure compliance with and implementation of all College Group policies and procedures in respect of Safeguarding legislation. 

4. Engage in professional development and networking for the purposed of continuous professional development and to inform the strategic planning process. 

5. Travelling is likely to be significant in respect of this role and, additionally, working away from normal base may be required from time to time. 

6. Undertake such other reasonable duties as may be required from time to time and review this Job Description at least annually with the Deputy Principal - Corporate.      
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Approved by SLT Member:


                          
Date:

Notes:
This job description outlines the main duties and key performance outcomes of the role.  It is not exhaustive and may be varied by the College following consultation with the post holder. 

The job description, duties and key performance outcomes must be reviewed annually with the line manager and approved by a member of the Strategic Leadership team.

Person specification/Competency Profile
Business Development Co-ordinator
When completing you application form please evidence how you fully meet each of the essential criteria 





E=Essential, D=Desirable

	skills and core competencies
	How Measured

	Technical competency and knowledge (qualifications and training)

1. An appropriate level of academic qualification at level 3 or above (E)

2. An appropriate level of academic qualification at Level 4 or above (D)

3. Evidence of strong CPD/telesales experience (E)
	Qualification certificates

Job related training certificates/CPD log

	Experience, knowledge and judgement
1. Strong IT skills (including MS Office or similar package).

2. Experience of successful development and/or implementation of customer service and quality standards. (E)

3. Ability to use computerised customer databases (E)

4. Experience of direct contact with employers/businesses in a sales/telesales context (E)
5. Solid understanding of Curriculum, delivery and QA

6. Ability to work on own initiative

7. Takes appropriate and relevant information into account before making decisions. (E)
8. Knows when and where to use judgement, and when and where to seek help or appropriate guidance. (E)

	Application, interview 

Application, interview 

Application, interview 

Application, interview 

Application, interview 

Application, interview
Application, interview 

Application, interview 



	Managing and developing the business, clients and services (skills and attributes) 

1. Understands our core business, strategic priorities, values and client needs (D)
2. Challenges the way things are normally done, seeks continuous improvement through enhanced services and delivery arrangements, whilst continuing to deliver core requirements. (D) 

	Application, interview

Application, interview 



	skills and core competencies
	How Measured

	Personal qualities, communicating and relating to others.

1. Self-motivated, positive thinking and a ‘can-do’ attitude. (E)
2. Makes time to think about how best to communicate key messages. (E)
3. Good written and verbal communication skills (E)

4. Able to produce, accurate and timely written reports (E)
5. Maintains and develops effective communication, liaison and relationships with colleagues and third parties (E)

6. Excellent communication skills including exceptional interpersonal and high level written and verbal communication skills (E).
	Interview

Interview

Application/interview

Interview

Application, interview 

Interview



	Leading, relating to, and developing others

1. Establishes and maintains effective working relationships with colleagues and third parties at all levels. (E)
2. Ensures colleagues are appropriately involved and informed. Shares knowledge and learning with colleagues. (E)
3. Seeks relevant information on the different ways that colleagues work, to properly understand their needs and pressures, and the environment in which they operate. (D)
4. Commitment to Equality and Diversity - awareness of relevant legislation and the need for impact assessments. (E)
	Interview

Interview

Application, interview 

Application, interview



	Other

1. Possession of a driving licence, (D)
2. Willingness to use own vehicle for business purposes (D)
3. Ability and willingness to undertake some travelling in the UK and abroad (E)
4. Ability and willingness to work flexibly (evening, weekend and enrolment duty) to meet the needs of the College Group, (D)
	Interview

Interview

Interview

Interview


