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Business Development Advisor 

Business Development and Onboarding Team

	Responsible to:

	Director – Commercial and Stakeholder Engagement


	Responsible for:

	Account management, sales, lead generation, employer relations and business opportunities

	Grade of post:

	Grade 9 

	Hours of work:

	37 hours

	Work location:

	Rodbaston – travel required between sites and field based

	Code:
	HR2526-075



	Job Purpose:  The College is seeking to appoint a Business Development Advisor to generate employer-led education and training opportunities, including work experience, commercial training, skills bootcamps and apprenticeships. 
The Business Development Advisor (BDA) will be fully involved in building lasting, positive relationships with employers to further enhance their businesses locally and regionally, maximizing training opportunities and ensuring South Staffordshire College is their provider of choice.  They will work towards the growth of the College’s apprenticeship and full cost provision by providing the best customer service as the first point of contact and will support the colleges ambition to bring education and employment together for longer term prosperity of the communities we serve.
 The BDA will make a major contribution to the delivery and achievement of income targets by utilizing the College’s CRM system Pro-Engage developing new business and acting as a key account manager for a number of employers whilst informing future planning to ensure a relevant and timely college offer.
 



Key Duties & Responsibilities

1. Act as the key account holder for a number of employers.  Developing, managing, and maintaining relationships with these employers, ensuring that they are contacted regularly to ensure their needs are being met, to provide them with regular updates and ensure all employer engagement contact is logged on the College’s CRM ProEngage. 

2. Reach out and interact with various local and regional employers to generate new business; contact via email and phone whilst holding employer events including webinars, that would be interested in full cost, short courses and or apprenticeships, strategically sourcing a pipeline of employers throughout the year. Offering sessions to support employers with training needs analysis, scoping out gaps in the organisation that the college can support with or enhance. 

3. Conduct local and regional employer research, gathering intelligence on organisational structure, future plans and training needs analysis on a broad scale. 

4. Create targeted personalised outbound email and or social media campaigns to reach potential new customers and be responsible for establishing what training and support solutions are needed to meet their needs in a timely and effective manner which results in good employer satisfaction of above 90%.

5. Grow the College’s Apprenticeship, Adult and full cost provision, tracking all KPIs and pro-actively adjusting sales strategies to ensure all income targets are met annually.

6. Work with the performance and delivery teams to ensure full attendance employer forums along with organising and hosting sector events and webinars, ensuring they are promoted to all your actual and potential key contacts, with follow up meetings as standard. Work on partnerships with employers and delivery staff to codesign curriculum and inform of any new technologies or processes required for employment that can be supported by the college. 

7. Source and attend various internal and external employer focused events to promote the College’s offer as and when required by line manager. 

8. Work with Directors and Curriculum Managers to agree targets, support with curriculum planning and full cost offers that are available for employers. 

9. Support employers with understanding incentives, funding streams, apprenticeship models and off the training. 

Other Duties and Responsibilities  

· To carry out all duties in accordance with the College’s Health and Safety, Safeguarding & Equality & Diversity policies and procedures, practices and procedures.

· To carry out any other duties as directed by your line manager.


Safeguarding

The College considers that the job holder for this role should have a DBS Enhanced disclosure.   

	Communication – Oral and written
	· Excellent and effective communication skills are required in order to successfully build long term relationships with external stakeholders
· Competitive nature that is target driven and highly organised
· Carry out organisational training needs analysis and identify development opportunities.
· 
· Complete health and safety compliance checks with employers, where we have learners/apprenticeship starts. 
· Ensure all documentation is accurately completed and contract compliant.
· Work directly with the performance and delivery teams to design training programmes that meet the employer needs

	Teamwork & Motivation – internal or external, can be fixed, matrix, project groups
	· Working within the performance team to the highest level that is motivating and aspirational to colleagues and stakeholders. 

	Liaison & Networking – Liaison is making and maintaining individual work-related contacts; network is interconnecting group of people (internal and/or external)
	· Be pro-active and target driven, networking with key partners, employers stakeholders, and parents to grow the colleges partners and employers,
· 

	Service Delivery – customer is anyone receiving services
	· Ensure that service level agreements with key stakeholders and partners are scrutinised and key dates met.
· Fully meet set Sales and Income targets for the college and as an individual


	Decision Making – relates to finance, physical resources, students, staff, and policy
	· Ensure that the colleges best needs are met when purchasing equipment and services and that the correct process is followed.
· Ensure that the correct employer contribution is entered onto the college CRM system. 

	Planning & Organising – financial, capital and people
	· Ensure you plan a pipeline of starts that meets organisation KPIs and follows the colleges curriculum plan. 

	Initiative & Problem Solving – identifying actual/potential problems, considering/devising solutions, implementing.  Consider acting within given boundaries.
	· Be able to identify problems and provide solutions, particularly where employers and apprentices are affected.

	Investigation & Analysis – includes research
	· Investigate different requirements from employers and use the information to feed into curriculum development and or planning.
· Remain fully aware of the college’s training portfolio and funding methodology and promote to employers.


	Work Environment – conditions under which they work. Risk/H&S
	· Ensure that all work areas are compliant with health and safety rules. 
· To ensure the safety of apprentices, ensure that all employers have the necessary insurances in place to facilitate an apprentice 

	Team Development – coaching, development of team (not others)
	· To work as an active part of a team(s) to delivery training solutions for employers. 

	Knowledge & Experience – knowledge acquired through education/ qualifications and experience
	· Meet regularly with delivery teams to ensure you are fully aware of the planned curriculum and developments.
· Keep abreast of changes to apprenticeship reforms and funding, and priorities for training and development, nationally and locally.
· Ensure knowledge and understanding of systems and processes is kept up to date.
· Undertake appropriate job-related training when required.



PERSON SPECIFICATION – BUSINESS DEVELOPMENT ASSISTANT

	Education/Qualifications
	
	
	

	Essential:
	S/L
	I
	A

	· Education/commercial background/ customer/employer relations
· Vocational, professional qualification to Level 2 or above
· Math’s and English level 2
· Active and up to date CPD record
	*

	*
  *

*
*
	*
*

*
*

	Desirable:
	
	
	

	· Level 3+ qualification in Business, Sales or Marketing
· Level 3 qualification in a relevant vocational discipline

	
	*
	*

	Experience and Technical Skills
	
	
	

	Essential:
	S/L
	I
	A

	· Successfully worked in a sales/employer engagement role and can demonstrate significant impact in quality delivery.
· Proven successes in meeting and exceeding challenging targets and KPI’s.
· Experience of networking with others internally and externally to successfully exploit opportunities.
· Experience of working within a successful sales team
Experience of working with CRM systems
	*

*

*

*
	*






*
	*






*

	Desirable:
	
	
	

	· Costing of work to produce employer quotes.
· Proven experience of business development in the education sector 
· Experience of research companies and LMI
· Worked on partnerships and Levy Transfers 

	
	*
*
*
*
	*
*
*
*

	Knowledge
	S/L
	I
	A

	Essential:
	
	
	

	· Knowledge and understanding of the provider marketplace.
· Knowledge of a variety of funding streams
· Knowledge and understanding of skills and qualifications
	*
*

	*
*

*
	*


*

	Desirable:
	
	
	

	· Knowledge and understanding of employer/employee development.
	
	*
	*

	Skills
	S/L
	I
	A

	Essential:
	
	
	

	· The ability to cross-sell the college services, overcome adversity and present effective solutions to employers. 
· Maximize the delivery of the college’s Apprenticeship/Traineeship, Full Cost and Recruitment growth plan.
· Excellent communication skills with a close eye for detail and accuracy.
· Good time management skills
· Ability to prioritise work to ensure achievement of goals.
· Ability to use logic and information to achieve goals.
· Effective use of business tools and IT.
· Excellent customer service skills.

	*
	*

*

*

*
*

*
*
*

	*

*

*

*
*

*
*
*


	Desirable:
	
	
	

	· Confident presentation skills.

	
	*
	*

	Personal/Behavioral Attributes
	
	
	

	Essential:
	S/L
	I
	A

	· Ability to work in a team.
· Ability to work flexibly on own initiative and under direction.
· Highly motivated to personal and team achievement.
· Effective in problem solving.
· Personal warmth, openness, and sensitivity.
· Company loyalty.
· Innovative and creative.
	*

	*
*
*
*

*
*
*
	*
*
*
*

*
*
*

	Other Requirements
	
	
	

	Essential:
	S/L
	I
	A

	· Clean enhanced DBS record.
· Driving license and use of a vehicle.
· Safety Critical - Able to travel between sites timely.
	
	*
*
*
	*
*
*



S/L = Short Listing        I= Interview         A=Assessment 


Page 2 of 2	             Date:03/06/25 

image1.png
NY/ South
'(’) Staffordshire
College




