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SERVICE:
Regeneration and Local Services
SERVICE GROUPING:
Economic Development & Housing - Business Durham

	1. 
	POST TITLE:

	DCI Incubation Manager

	2. 2.
	POST NUMBER:

	

	3. 3.
	GRADE:
	14
Job Evaluation Ref No:  N9894


	4. 
	LOCATION:
	Your normal place of work will be Salvus House, Durham City. However; you may be required to work at any council workplace within County Durham.



5.
RELEVANT TO THIS POST: 
Flexible Working:
Subject to service needs the council’s flexible working policy is applicable to this post.  Due to the nature of this role, working outside of regular office hours may be regularly required
Disclosure & Barring Service:    
N/A
Contract:
Fixed term, initially to 31 Dec 2020


This post is part funded by European Regional Development Fund (ERDF) as part of the 2014-2020 European Structural and Investment Fund Programme.

  6.
ORGANISATIONAL RELATIONSHIPS:

The post holder will report directly to the Business Durham Managing Director, and will also report in to the Durham City Incubator (DCI) Strategic Board.

7.
DESCRIPTION OF ROLE:
Durham City Incubator is a unique partnership between Business Durham, Durham University and New College Durham to increase new business start-ups and graduate retention in Durham by creating an incubator at Salvus House in Durham City.  The purpose of the project is to provide an intensive incubation process for start-up businesses, aimed primarily, but not exclusively at students graduating from Durham University and New College Durham that are ready to start up a new enterprise.  

The project is funded through the European Regional Development Fund (ERDF) and is part of a wider ERDF project led by Durham University called Durham Internships and Collaborative Enterprise Project (DICE).
The role of this post is to set up and implement the operational model for the Durham City Incubator.  The post will be responsible for the design, delivery and management of the intensive incubation programme, including liaising with partners, recruitment and engagement of participants onto the programme, marketing the DCI, developing an alumni network, identifying potential future sponsors and maintaining the necessary records for ERDF audit purposes.  

NB

The post will not be responsible for facilities management of the DCI, but will be required to liaise closely with the relevant staff in the Business Durham Property Team.

8.
DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST:
Listed below are the responsibilities this role will be primarily responsible for:
8.1
To develop and deliver the intensive incubation programme for the Durham City Incubator, including liaising with partners and commissioning external delivery organisations as appropriate.

8.2
To develop a programme of awareness raising and engagement activities to generate a pipeline of interest in the DCI, liaising closely with Durham University and New College Durham.

8.3
To develop and manage the application process for engaging participants onto the incubation programme, including the eligibility and selection criteria, terms and conditions, and criteria for the start-up grant. 

8.4
To assist the participants on the incubation programme in the development and the validation of their business ideas, from the boot camp stage through key delivery milestones, and undertake regular reviews to ensure key milestones are met and progress made.

8.5
To develop the brand and an effective marketing strategy for the DCI, including development of an alumni network, working closely with the three partners.

8.6
To create and nurture a beneficial entrepreneurial environment in which financial, service, technology, IT, digital and high growth-potential businesses can develop and have a greater probability of achieving success.
8.7
To develop relationships with other enterprise and business support services available within the region to ensure participants on the incubation programme can be connected to existing business support provision where appropriate.
8.8
To develop and maintain relationships with Corporate Partners and other Professional Service Providers, Consultants, Investors/Fund Managers to add value to the incubation programme content, for example through speakers, mentors, workshops, investor readiness.

8.9
To maintain knowledge of intensive incubation, start-up and acceleration models and keep up to date with best practice and developments nationally in order to continually improve the DCI offer.

8.10
To identify and build relationships with potential sponsors in order to ensure the sustainability of the DCI after the initial 3 year ERDF funding.

8.11
To set up and maintain the necessary records and information to support ERDF grant claims, and to evidence outputs and impact from the DCI.

8.12
To manage the budget for the DCI and provide management reports to the DCI Strategic Board as required.
8.13
Undertake any such duties as may reasonably be required by the Business Durham Managing Director, in supporting the delivery of the Durham City Incubator Project.

9.
COMMON DUTIES AND RESPONSIBILITIES:
9.1
Quality Assurance
To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.
 
To establish and monitor appropriate procedures to ensure that quality data are reported 
and used in decision making processes and to demonstrate through behaviour and 

actions a firm commitment to data security and confidentiality as appropriate.
9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

9.4
Health and Safety

Manage health and safety in their area of responsibility in accordance with the relevant section(s) of the Corporate/Service Health and Safety Policy and to ensure that the Health and Safety policy, organisation arrangements and procedures as they relate to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (where applicable)
To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.6
Financial Management (where applicable)
To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

9.7
Appraisal

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.
9.8
Equality and Diversity
As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we have an equality policy which includes responsibility for all staff to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and foster good relations.

       These policies apply to all employees of Durham County Council.
9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.

9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

Person Specification:  DCI Incubation Manager (Grade 14)
	
	Essential
	Desirable
	Method of Assessment

	Qualification
	· Holds a relevant Degree or equivalent qualification with post-qualification experience and continuing professional development.


	· MBA or other formal business/economics qualification 

· Postgraduate degree in a relevant discipline/associated professional area


	Application form

Selection Process

Pre-employment checks



	Experience
	· Significant recent experience of managing and delivering incubation or business acceleration services. 

· Substantial overall business and commercial experience.

· Experience of company finance and fund raising/ investment for start-ups and small businesses.

· Experience in budgetary and financial management and monitoring


	· Experience of working with graduate start-ups.

· Experience of delivering ERDF funded projects

· Experience as company director
	Application form

Selection Process

Pre-employment checks



	Skills / Knowledge
	· High level of commercial awareness and knowledge of business start-up issues.

· Understanding of the business support landscape in the North East LEP area.

· Able to demonstrate strategic, financial modelling and business planning skills, and be comfortable working with a broad range of emerging technologies.

· Network of contacts in venture capital and business investment community

· Ability to establish excellent stakeholder relationships and communicate effectively with a range of partners and influencers.

· Strong interpersonal and networking skills, a connector, with genuine interest in supporting the success of others

· Excellent communication and presentation skills.

· Ability to identify and apply creative solutions.

· Ability to implement new solutions and to adapt these as experience dictates.


	· Knowledge of the economy and geography of County Durham.

· Knowledge of factors affecting corporate decision making, particularly business and economic drivers.

· IT / keyboard skills, especially Word, Powerpoint, Excel, and ability to use e-mail and internet.


	Application form

Selection Process

Pre-employment checks



	Personal Qualities
	· Must be self-sufficient, capable of setting own work strategies and of working with minimal guidance, actively seeking information from internal or external sources as required.

· Able to achieve results by persuasion and influence.

· Able to build relations and establish trust

· Proactive and positive approach to customer care.

· Willingness to undertake flexible working arrangements to meet service and project requirements.

· Access to a car or means of mobility support (if driving must have a current valid driving licence & appropriate insurance)
	
	Application form

Selection Process

Pre-employment checks




	Version No:
	1
	Prepared by:
	Sarah Slaven

	Date:
	February 2018
	Approved by:
	



