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	For HRU use only
	Ref: 4285



	Directorate
	Regeneration and Economic Development

	Section/Location
	Business and Enterprise


	Post Title
	Business Development Officer (Investment)

	Permanent/Temp
	Permanent (37 hours per week)

	Grade
	9

	Responsible to
	Senior Manager – Business & Enterprise

	Responsible for
	Not applicable

	Job Purpose

	Overall Objectives of the Post:

To deliver support services that are directed at assisting existing and newly formed businesses; and to have a role in inward investment inquiries that promote North Tyneside as an attractive economic investment location

.



	Job Content

	Key Tasks of the Post:

· To pro-actively market the borough to attract potential inward economic investment.

· To respond to initial inward investment enquiries in partnership with key local agencies.

· To research and manage data and information required to effectively respond to inward investment enquiries.

· Support the development of  effective communications with businesses including newsletters, websites and social media. 

· To attend meetings and events locally, nationally and internationally to promote North Tyneside to potential investors 

· To assist with the development of a data base of the whole business community.

· To liaise with existing and new businesses and deal with general business support enquiries including property, finance and other sources of assistance.

· To identify support and funding opportunities for businesses and provide appropriate assistance with the application processes or procedures.

· To establish close links with other business support agencies in order to ensure benefits to local businesses are maximised.

· To make regular contact with a number of identified larger businesses in North Tyneside as part of the strategic account management programme.

· To work closely with the Employment Development team on recruitment & skills issues.
· To manage the delivery of the Council’s business support programmes including those funded by EU and other external funding.

· To support the delivery of the Business Forum including the co-ordination of events and meetings
· To undertake any other duties that may be required commensurate with the nature, level and grading of the post.


	Performance Standards

	· The need to adhere to adhere to Council’s Policies and specifically the Equal Opportunities Policy, Health & Safety Policy and the Code of Conduct

· The need to comply with the Freedom of Information Act 2000 in relation to the management of Council records and information

· The need to comply with the Data Protection 1998 and the principles enshrined within it in respect of personal information held by the Council
· The need to maintain the service area CRM system with business visits and details.  The following performance is a minimum of what is required for the role:

Businesses attracted

6
Events attended

6

Strategic Account Management visits


12

Referrals to employment and skills advisers

12



	Working conditions

	Allowances:

· Working Hours – 37 hrs (flexible scheme)

· Some evening and weekend work will be required

· Location – any work site within North Tyneside
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	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	· Understanding of public sector business and economic development policy objectives. 

· Excellent interpersonal and communication skills


	· Facilitate meetings and events

· Knowledge of use and setting up of databases and other information sources

· Good organisational and ICT skills.
	Interview and application form

	Qualifications and Training
	· Educated to degree level in relevant subject 

· Marketing qualification
	· SFEDI Accredited or similar professional business qualification


	Application form

	Experience
	· 3 years appropriate business support experience

· 3 years place marketing experience

· Experience of handling Inward Investment Enquiries


	· Working in a public sector and partnership environment


	Application form

	Special Requirements
	· Ability to travel within the UK and potentially overseas.

· Full driving licence
· Availability to attend occasional meetings outside normal working hours.
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