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Job Description

Job Title:

Inward Investment Manager 
Service:

Invest North East England
Responsible to:
Invest North East England Director
Host Employer:
North East Combined Authority
1. Primary Purpose 
1.1 
The Inward Investment Manager, working within the Invest North East England Team, will be responsible for attracting new inward investment to the North East of England.
1.2 
To support the Director and key partners in the development of the Invest North East England Business Plan to deliver a strategic regional approach to inward investment activity supporting the objectives of the North East Local Enterprise Partnership’s Strategic Economic Plan.

1.3 
The post will be responsible for leading on a caseload of inward investment projects, generating new project leads and managing the client journey from initial engagement through to successful investment. 
2. Principal Responsibilities
The following list is typical of the level of duties which the post holder will be expected to perform.  It is not necessarily exhaustive and other duties of a similar type and level will be required from time to time.

2.1
Work closely with the Director to develop and deliver the regional inward investment strategy, and plan relevant activity supporting the delivery of the North East Strategic Economic Plan.
2.2 Assume responsibility for the Invest North East England service and line management of staff in the absence of the Director.

2.3 Provide a high quality and professional response to inward investment enquiries for the North East.
2.4 Develop an extensive knowledge of the North East economy, key sectors, businesses assets, properties and development sites.
2.5 Responsible for developing and updating high quality, clear and compelling client value propositions tailored to specific business needs.
2.6 Carry out research and gather market intelligence to inform the development of client propositions.

2.7 Lead on a caseload of key investment enquiries including client engagement and management, organising and leading visits to the North East and coordinating the wider partnerships contribution to delivering an investment success. 

2.8 Make significant contributions to the development and implementation of multi-channel communication strategies, the Invest North East England website and sector-based marketing campaigns to raise awareness and increase the number of inward investment leads.
2.9 Develop senior level relationships with industry multipliers and intermediaries in order to develop a programme of investment leads focusing on the area’s key sector strengths.  

2.10 Build and develop senior level partner relationships and manage stakeholder expectations within and outside the North East, including a range of key public sector (e.g. North East LEP, local authorities and DIT) and private sector organisations (e.g. sector networks, local businesses). 
2.11 Manage effective CRM systems and processes to record inward investment enquiries and requirements and report on successes.
2.12 Attend and exhibit at business events and exhibitions to develop new contacts and generate new leads.

2.13 Build and maintain senior level relationships with commercial property agents to assist in the development of an understanding of the dynamics of the North East property market.
2.14 Develop expertise and specialist knowledge in a number of key priority sectors, take the lead on enquiries in these sectors for the team and responsibility for understanding key trends to assist in identifying opportunities. 
2.15 Lead on the procurement of certain services and manage contracts and service delivery arrangements to ensure adherence to agreed targets, timescales, standards and costs.
2.16 To support and work collegially with other team members to ensure that resources are aligned with priorities and that agreed outcomes are delivered.
2.17 Deputise for the Inward Investment Director and represent the regional Inward Investment Team at various regional, national, and potentially international events and meetings.
2.18 Keep abreast of international, national and regional developments regarding inward investment issues to ensure strong specialist knowledge and best practise.
2.19 Develop and manage the regional property and land database for the North East of England.
2.20 Travel nationally, and when necessary, internationally, to meet inward investment leads and pitch/ present on behalf of the North East.
2.21 To write reports and briefings for the Inward Investment Director, North East Economic Directors, North East Combined Authority, North of Tyne Combined Authority, North East LEP Board and Investment Gateway group.
2.22 Work with external consultants to develop a programme of proactive engagement with potential investors which establishes and maintains a sufficient investment pipeline for the North East.
2.23 Seek and commission external consultancy and advisory services for complex issues such as financial incentives, tax and European State Aid.

2.24 Mobilise key influencers in the North East business community to improve third party advocacy for the region.
2.25 Project manage investment enquiries, events and engage partners with minimal guidance and support, to deliver the aims and objectives of Invest North East England.

2.26 To carry out any other duties deemed appropriate for and on behalf of the North East Combined Authority.
Person Specification

JOB TITLE:  Inward Investment Manager
	Category
	Essential
	Desirable
	Method of assessment

	1)  Skills, knowledge and aptitudes


	· Excellent knowledge of the inward investment process and the business decision making process
· Excellent research and report writing skills
· Knowledge of national and regional schemes of financial assistance available to inward investors 

· Excellent interpersonal and communication skills, both formal and informal
· Excellent presentation skills

· Excellent networking skills

· Good understanding of best practice in programme and project management and managing risk

· Able to build and maintain relationships with, and gain the respect of, a wide range of stakeholders
· Working knowledge of Microsoft office products
· Excellent influencing and negotiating skills
· Experience and ability to work with senior stakeholders
· Ability to analyse industry data and produce reports
· Knowledge of marketing and communications techniques
· Ability to plan and manage strategically, to develop effective strategies to meet outcomes
· Ability to handle challenging and politically sensitive situations
	· Understanding of the commercial property market
· Effective Leadership Skills
· Knowledge of the DIT network, processes and procedures
· Comprehensive knowledge of the North East business environment and knowledge of the key sector strengths
 
	· Application form

· Interview

· References



	2)  Qualifications  and training

	· Degree within a relevant subject
· Ongoing evidence of business based relevant training to support personal development

	· Relevant professional qualification
· Project management qualification
	· Application form

· Certificates

	3)  Experience

	· Substantial experience of leading/managing inward investment projects and visits
· Experience of developing client value propositions

· Demonstrable success of working in collaborative partnerships with a broad cross section of stakeholders across the public and private sectors
· Experience within a fast-paced environment
· Experience in marketing and promotion of projects
· Experience of working effectively with the private sector
· Experience of working to tight deadlines
· Experience and understanding of working in a sensitive political environment

	· Experience of working in or with a local authority economic development function or business support organization 
· Experience of working with local politicians and senior Local Authority Officers
· Experience of managing staff
· Experience gained in one or more of the key target sectors
· Experience of assisting businesses in applying for financial assistance from national and regional financial assistance schemes    

· Budget and 
contract management experience
· Proven sales/ business development experience

· Experience of exhibiting at events

· Procurement Experience
· Experience of using CRM systems
	· Application form

· Interview

· References



	4)  Disposition

	· High levels of personal motivation and ambition
· Able to work effectively under pressure and with minimal support to tight deadlines
· Able to work flexibly and innovatively to deliver key activities

· Able to build relationships, be credible and gain respect at high levels

· Confidence in dealing with senior business leaders

· Team player that enjoys working in partnership with others to deliver common goals  
· An enthusiastic and proactive approach
· Committed to acting corporately and collaboratively
· Willingness to challenge conventions and come up with new ideas
	
	· Interview

· References



	5)  Circumstances
	· Ability to work and travel frequently at a local and national level, particularly to London

· Ability to work flexible hours
	· Full current driving licence or access to a means of mobility support.
	· Application form
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