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Job Title:

Business Support Executive
Location:

Based at Middlesbrough with regional travel
Responsible to:
Director of Business Development
Purpose of job
1. Support the apprenticeship sales and recruitment teams.
2. Attend and organise networking events for potential employers and students.
3. Identify and support constructive partnerships and collaborative working arrangements at an operational level to support Northern Skills Group with employers and students.
4. To support Northern Skills Group Employers in creating and supporting digital accounts.
5. To promote the identity of Northern Skills Group.
Key tasks

· To Support the sales team with their regional territory plan that is fit for purpose and meets all business objectives.
· Maintain and update a computerised prospect database. (e.g. health and safety’s, SLA’s, ELI’s)
· Communicate, liaise and negotiate internally (all Directorates) and externally using appropriate methods to facilitate the development of profitable business and sustainable development.
· Support co-operation and collaborative working practice with Northern Skills Group Training Recruitment Service to support with leads and create new business opportunities. 
· Attend and present at external customer meetings and internal meetings (e.g. team briefs, sector meetings, network events) as necessary to perform duties and to aid business development.
· Cover the STEM reception when required.
· Maintain Northern Skills Group products and services knowledge and that of other departments within Northern Skills Group.
· Adhere to the Northern Skills Group core competencies, policies and procedures including Dignity at Work, Health & Safety & Quality.   
Key Measurements 

· On target performance against Key Performance Indicators.
· Complete customer satisfaction.
· Accurate and timely completion of reports / data. 
· Net Promoter Scores / SLA’s.
Key Requirements

Qualifications

· NVQ level 3 or equivalent in sales/marketing (desirable).
Experience

· Commercial/ Industry related background.
· Sales/change management experience. 

· Demonstrable track record of consistently achieving sales performance targets.
Skills

· Enthusiastic team player.
· Strong track record in sales/marketing. 
· Excellent customer service focus.
· Ability to plan, organise and prioritise workload.
· Well developed interpersonal & communication skills.
· Create, maintain and promote good working relationships.
· Able to achieve deadlines and targets.
· High level of self motivation and ability to work on own initiative.
Other 

· Car owner and hold a current driving licence.
· Be able to work flexible hours and locations.
Contract Arrangements

Managers will be engaged under a Contract of Employment determined by Northern Skills Group, supported by Contract Guidelines. The following salient features will apply:

	1.
	Contract type
	Full-time, Permanent

	

	2.
	Working week
	35 hours per week.

	

	3.
	Holiday
	Colleagues are entitled to 25 days of annual leave plus bank / public holidays, pro rata.  Annual leave is a service related entitlement, which will increase as below and come into effect from the 1st January following the anniversary date.  

· 5 years’ service
26 days

· 10 years’ service 
28 days

· 15 years’ service 
30 days

You will be required to use up to 13 working days of your holiday entitlement on days when the organisation’s activities are suspended in the interests of efficiency.

	

	4.
	Period of Notice
	Two months.

	

	5.

6.
7.
	Salary 

Life Assurance
Healthcare

	From £18,000 to £23,000 per annum
Non-contributory Life Assurance Scheme.  
Non-contributory Healthcare Scheme.


	8.
	Pension
	Northern Skills Group operates a pension scheme through NEST.  Contribution rates match the government requirements for auto enrolment, the current contribution rate is 5% of pensionable salary. 

	

	9.
	Sickness
	The Sickness Policy will apply and further information is available from the Human Resources Department on request.


	10.
11.
	Probationary Period
Disclosure & Barring Service Check
	6 months.
From the 1 August 2018, new employees (with the exception of Apprentices, Business Support Scales 1, 2 & 3 or equivalent in Northern Skills Group) will be required to pay for the Disclosure & Barring Service Check, and this will be deducted from their payroll over the first three months of employment.  The current cost of a Disclosure & Barring Service Check is £58.40.


Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.
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