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1.
POST TITLE:
  
Strategic Account Manager (Schools and Academies)
2.
POST NUMBER:


3.
GRADE:

 
12 





(Job Evaluation Reference Number N9910)


  
4.
LOCATION:
Your normal place of work will be Durham County Hall 


However, you may be required to work at any council 



workplace within County Durham
5.
RELEVANT TO THIS POST:

Flexible Working:
The council’s Flexible Working Hours Policy does apply to this post.  The post holder may be required to work outside of normal hours.

6.
ORGANISATIONAL RELATIONSHIPS


The post holder will report to Procurement Manager 
7.
DESCRIPTION OF ROLE

The post holder will be directly responsible for the overall management of the council’s Service Level Agreements (SLAs) with schools and academies (schools) within County Durham and the wider region.  

In this role the post holder will develop relationships with schools specifically Head Teachers and Business Managers to promote the council’s SLAs and will liaise with the council’s internal providers of SLAs.  The post holder will also liaise with the Communications and Marketing Teams to ensure that there is up-to-date marketing material available for the council’s SLAs.
8.
DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST

Listed below are the responsibilities this role will be primarily responsible for:
8.1
Managing the council’s SLA’s with schools in County Durham and the wider region.  Being the initial point of contact, in conjunction with the council’s relevant internal SLA provider, for business development opportunities, carrying out monitoring and reporting on performance in this area.
8.2
Promoting the council’s SLAs with schools in County Durham and the wider region which are not already with Durham County Council to maximise income for the council.
8.3
Establishing, developing and maintaining relationships with schools, specifically Head Teachers and Business Managers, promoting the council’s SLAs, and keeping in regular contact with these schools.
8.4
Liaising with the council’s internal providers of SLAs in order to provide a high quality service to the schools and manage any inter-dependences between the SLAs.
8.5
Developing a knowledge of the council’s competitors for SLAs with schools within County Durham and the wider region.  
8.6
Attending events with schools to promote the council SLAs.
8.7
Receiving and processing enquiries from schools regarding SLAs and associated queries, responding to these within the requested timescale.

8.8
Liaising with the council’s Communications and Marketing Teams to ensure that there is up-to-date marketing material available for the council’s SLAs to facilitate positive marketing.
8.9
Support and assist on the preparation of tender submissions with the council’s 
SLA providers.

8.10
Developing and implementing operational procedures to ensure the smooth delivery of the council’s SLAs to schools.  Monitoring the effectiveness of these and the implementation of improvements where necessary.
8.11
Developing reports and statistics, KPIs and performance related information including undertaking benchmarking activities.
8.12
Developing a database of the council’s SLAs with schools and to be responsible for maintaining information within this database system.  

8.13
Ensuring robust governance arrangements are in place to ensure accountability and clarity of roles and responsibilities, including ongoing monitoring of performance to inform improvements.
8.14
Representing the council at various meetings, working parties, panels etc., as appropriate.

8.15
Working with and across all council service groupings.

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
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.

9.6
Appraisal


All employees will receive appraisals and it is the responsibility of each employee to follow guidance on the appraisal process.

9.7
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 employees 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.

9.8
Confidentiality

All employees 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 unless it is permitted for the purposes of their role, they have explicit consent from the person concerned or exceptions governed by legislation.

All employees 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.

9.9
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.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.

PERSON SPECIFICATION – Strategic Account Manager (Schools and Academies)
	
	Essential
	Desirable
	Method of Assessment

	Qualification
	· Educated to degree level or equivalent in a relevant discipline 


	· Chartered professional and relevant professional qualification
	Application

Interview

References

	Experience
	· Proven experience of significant dealings with senior management in a related environment.
· Proven experience of account management.

· Track record of achievement in a related environment.
· Involvement in the preparation of tenders and co-ordination with appropriate services.

· Experience of working within a marketing environment.

· Customer relationship management.

· Strategic planning.
· Working in a busy office environment and to timescales.

· Experience in the use of Microsoft Office (Excel, Word, Outlook and PowerPoint).

	· Experience of working with local government services.
· Experienced in, and comfortable with, working flexibly utilising ICT.
· Substantial experience of proactive working either within the business support network or the business community.


	Application

Interview

References

	Skills/knowledge
	· Strong commercial awareness.
· Knowledge of Microsoft Office (Excel, Word, Outlook and PowerPoint).

· An ability to initiate new business opportunities.
· Confident in making and justifying decisions.
· Understanding of the role of performance management in service delivery.
· Commitment to the provision of a high quality service with a positive attitude towards customer care.
· Highly developed effective interpersonal communication skills.

· Capacity to manage diverse and complex workload.

· Excellent report writing skills
· Ability to work to deadlines with minimal supervision.

· The ability to travel to and from various sites within the County and occasionally further afield
· Ability to present information verbally and in writing to a variety of audiences.

· Ability to consult and negotiate with customers and end users.

· Successful problem solving skills.

	· Knowledge of schools environment.

· Knowledge of the geography of County Durham and the surrounding areas.


	Application

Interview
Presentation
References



	Personal Qualities
	· Ability to work under pressure.

· Driven and self-motivated.

· Innovative and creative thinker.
· Results orientated approach to work.
· Willing to seek and take responsibility.

· Performance oriented i.e. motivated by a desire to achieve performance targets and deliver a high quality service.
· Able to work flexibly to meet the needs of the service.

· Numerate.

· Good organisational skills.

· Accurate and consistent.

· Access to a car or means of mobility support (if driving then must have a current valid driving licence and appropriate insurance).

· May be required to work outside of normal office hours.

· Commitment to equality and diversity.

	· Eager to learn new skills.

	Application

Interview
Presentation
References
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