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Business Engagement Officer
Job Description and Person Specification

	Directorate:
	Transformation and Change
	Service:
	Economic Development

	Responsible to:
	Economic Development Manager
	Responsible for:
	

	Grade:
	8

	Location:
	Civic Centre, Poulton-le-Fylde

	

	Job Purpose:

	Be the first point of contact for all business support enquiries and to represent the council on external business and economic bodies and organisations. With particular responsibility for; promoting and supporting businesses in Wyre, working with partners to provide advice, guidance, grants, loans, reliefs and any other ad hoc business support related schemes.

Organising, promoting and managing business support events, networking, training and annual Wyre Business Awards and ceremony.

Developing and delivering projects and initiatives aimed at improving the economic prosperity of Wyre and particularly of its town centres.




	Key Tasks & Responsibilities:

	Be the main contact within the organisation for business and commercial enquiries throughout the borough and liaise with external business support organisations and bodies. 

Organise, promote and manage business support events, networking, training and annual award schemes.

Develop, implement and monitor economic development projects with key stakeholders to support the long-term sustainability of the local economy, with a particular emphasis on supporting town centre businesses and objectives identified in town centre framework reports.

Assist in the development, implementation, monitoring and review of the Council's Economic Development and Visitor Economy Strategy and support the implementation and delivery of funded projects.

Act as project champion with allocated investor/occupier enquiries for development sites in Wyre.

[bookmark: _Hlk179209023]Manage an enquiries database and support uploading of information to Evolutive CRM. Increase membership of the council’s business network ‘Wyred Up’, working with the Communications team to prepare new stories, develop the Wyred Up website and social content. 

Support ad hoc business grants or reliefs when available. 

Support the Visitor Economy Team and development of Discover Wyre, including work with Marketing Lancashire and attendance at exhibitions and trade fairs.

To work as part of the Council’s Economic Development Team to identify opportunities for external funding and award programmes, including funding to support town centres, the rural economy and local businesses, and prepare funding applications as and when required.

Collate economic data on occupiers, investment and employment. 
 
Undertake economic and company research to support investment in Wyre and inform policy and strategy development and the decision-making processes within the Council.

Support the Economic Prosperity Board and prepare papers as required.

To undertake any other duties of a professional or managerial nature as may be required which are appropriate to the duties and grading of the post.




	[bookmark: _Hlk158970680]Corporate Responsibilities:

	The postholder will be expected:-

· To adopt a flexible approach to changing patterns of work and undertake such other duties as are consistent with the job purpose and grade of post.
· To promote best practice in meeting the requirements of Health and Safety legislation and Council policy, and comply with other relevant statutory legislation.
· To carry out duties in accordance with the Council’s policy on equality and diversity.
· To accept that everyone has a right to their distinct identity, treating everyone with dignity and respect and ensuring that what our customers tell us is valued by reporting it back into the organisation.
· To provide quality services that are what our customers want and need, giving customers the opportunity to comment or complain if they need to, working with them to identify what needs to be done to meet their needs and informing managers about what customers say in relation to the services delivered.
· To develop oneself and others making every effort to access development opportunities and contribute effectively by participating in the Council’s performance management scheme.
· To be responsible for Data Quality.
· To demonstrate a high standard of probity in the use of council resources and where a nominated budget holder manage spending within available resources.




	QUALIFICATIONS
	ESSENTIAL/
DESIRABLE
	ASSESSMENT METHOD


	Degree or equivalent in business / economic development or related field

	Desirable
	Application/Interview

	Evidence of continuing professional development.
	Desirable
	Application/Interview

	
	
	

	SKILLS
	ESSENTIAL/
DESIRABLE
	ASSESSMENT METHOD


	Good knowledge and understanding of economic development policy and principles.

	Essential
	Application/Interview

	Good knowledge of how business development and growth can benefit the local economy.

	Desirable
	Application/Interview

	Working knowledge of inward investment, business and skills funding agencies/networks.  

	Desirable
	Application/Interview

	A good understanding of external funding opportunities.

	Essential
	Application/Interview

	Excellent commercial awareness.

	Essential
	Application/Interview

	Ability to work effectively as a member of a team.

	Essential
	Application/Interview

	Ability to work with minimal supervision and on own initiative, managing heavy workloads, prioritising tasks, and achieving deadlines.

	Essential
	Application/Interview

	Good communication skills (written and oral) including the ability to produce and present reports and briefings to Council Members, senior management, other agencies or organisations.

	Essential
	Application/Interview

	[bookmark: _Hlk179209423]Ability to develop and maintain effective relationships with a range of stakeholders, and able to passionately promote the uptake of business support.     

	Essential
	Application/Interview

	Excellent analytical skills, ability to translate complex information into simple terms.

	Essential
	Application/Interview

	Good IT skills including the use of word, excel, databases and PowerPoint.

	Essential
	Application/Interview

	
	
	

	EXPERIENCE
	ESSENTIAL/
DESIRABLE
	ASSESSMENT METHOD


	Experience in managing and progressing investor / occupier enquiries.

	Essential
	Application/Interview

	[bookmark: _Hlk179208500]Experience of developing relationships with other Council teams, businesses and partners, showing a proactive approach to collaborative working.

	Essential
	Application/Interview

	Experience in economic and company research to support investment and inform policies and strategies.

	Essential
	Application/Interview

	Experience of working on economic development projects including initiating, planning, managing and monitoring local initiatives.

	Desirable
	Application/Interview

	Experience of preparing funding bids including writing accurately, timely and persuasive bids and of project managing delivery of successful grant funded schemes.

	Desirable
	Application/Interview

	Experience of procuring and working with consultants and managing contracts.

	Desirable
	Application/Interview

	[bookmark: _Hlk179208586]Experience in business support events organisation, promotion and management including networking, training and award events.

	Essential
	Application/Interview



	ADDITIONAL REQUIREMENTS
	ESSENTIAL/
DESIRABLE
	ASSESSMENT METHOD


	Demonstrate commitment to equal opportunities together with a clear appreciation of equalities issues

	Essential
	Application/Interview

	Regular and Reliable Service

	Essential
	Application/Interview

	Demonstrate behaviours that support our values

	Essential
	Application/Interview

	Be flexible and willing to work outside normal working hours.

	Essential
	Application/Interview

	Access to a car (if driving then must have a current valid driving licence and appropriate insurance).

	Essential
	Application/Interview



	Our Values are key to delivering our vision, plans and strategies.
All Behaviours listed are essential to the post.
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	Professional
	Innovative
	Collaborative
	Customer focused

	In being professional we…
	In being innovative we…
	In being collaborative we…
	In being customer focused we…

	• Have pride in how we represent the council
• Treat people with respect and consideration
• Are conscientious and carry out our work to a high standard 
• Carry out our work activities in an honest and ethical manner

	• Proactively embrace change and learn from our mistakes
• Challenge and constructively question existing processes
• Make best use of our resources to provide excellent services
• Encourage creative thinking with colleagues and peers

	•	Communicate effectively with colleagues and stakeholders 
• Develop productive relationships and achieve the best results
• Recognise and embrace the knowledge and skills of others.
• Embrace the concept of one team one council and all work together

	• Strive to provide excellent services
•	Understand our customers’ needs and consider things from their perspective
•	Effectively communicate and manage expectations
• Actively seek ways to maximise customer satisfaction



	Special Conditions:
(e.g. Weekend work, shift allowance, car/mileage allowance)

	
· The council operates a strict non-smoking policy.
· Casual car user allowance. Casual Car User’s will be paid at the middle band. You will be required to provide your own means of transport.
· The postholder may be required to work outside the Council’s normal working day for which time off in lieu will be granted in accordance with the provisions of the National Scheme of Conditions of Service.



	Prepared by: Mark Fenton
	Date: 16/10/2024



	Post Holder Signature: 
	Date: 
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