DARLINGTON BOROUGH COUNCIL

   ECONOMIC GROWTH AND NEIGHBOURHOOD SERVICES

JOB DESCRIPTION

	POST TITLE :  
	Business Growth and Investment Officer    

	GRADE :


	  Grade P 
Band 11 from 01/04/2019

	JOB EVALUATION NO.
	D3287

	REPORTING RELATIONSHIP


	The post holder shall be accountable to the Economy Manager on a day to day basis.  

	JOB PURPOSE :


	To undertake economic growth activities including inward investment, strategic account management, business support, advice and guidance  and sector development to ensure the Council maximises all opportunities to support the creation and safeguarding of jobs and businesses in Darlington.

To develop and maintain sound business relationships with key business networks, partner organisations and intermediaries for the purpose of lead generation and promoting Darlington as a place in which to invest.

To play a key role in contributing to the Council’s ambition to deliver an additional 7000 jobs in Darlington by the year 2036.
To deliver growth in Business Rate income as set in individual targets by the Economy Manager and Director of Economic Growth.
  

	POST NO.
	D11352

	PDR COMPETENCY FRAMEWORK
	Level 1, Expected Competencies for all employees


‘Invest in Darlington’ is the Council’s platform for providing business support to Darlington’s local business community, and potential inward investors.  This also includes providing property and land searches to facilitate the sale or lease of land for employment use. 

The Invest in Darlington team works closely with the Tees Valley Combined Authority (TVCA) on lead generation activity to help bring forward investment opportunities for Darlington.  TVCA unites the five local authorities on key decisions that affect Tees Valley, helping to strengthen the area and accelerate economic growth.

MAIN DUTIES/RESPONSIBILITIES

1. Self-generate and maintain a target list of Darlington’s leading businesses from priority sectors and those with significant growth potential or at risk of disinvestment, for the purpose of job creation and retention, as agreed with the Economic Growth Director and Economy Manager.

2. Proactively engage with businesses to establish key decision makers and business leaders, and to develop sound business relationships.

3. Achieve and excel in key performance indicators (KPI’s) in relation to new decision makers established, company meetings, networking events attended, new projects added to pipeline, projects converted to success and business rate income generated.

4. Keep up to date on available government incentives, business support and financial support e.g. grant assistance, loans and subsidies and advise / support businesses on accessing financial assistance as appropriate. 

5. Record and all business correspondence and engagement using the bespoke CRM software, for maintaining and managing business intelligence. 

6. Record and report on barriers to growth in Darlington, in order to help shape and determine future policy and strategy for unlocking economic growth potential.

7. Contribute to the analysis of national and local data and information to identify the changing needs of the local population and of businesses and to inform the development and implementation of the Council’s Economic Strategy and associated sector actions plans. 

8. Contribute to the monitoring and review of performance against key outputs and outcomes in order to update the Council’s Performance Management Framework (PMF).

9. Develop and maintain an effective working relationship with other teams within the Council, particularly where they have contact with businesses, for example planning, to help ensure that the Council delivers an excellent service to businesses.

10. Contribute to the recruitment, supervision and mentoring of external internships, work placements and apprentices where appropriate.

11. Represent the Invest in Darlington Team at exhibitions, seminars and networking events as required.

12. Write and produce editorial content for publications, advertising, media releases, websites, e-newsletters and social media.

13. Ensure that you work in line with all the Council’s policies and procedures and ensure that you are aware of your obligations under these. 

14. Behave according to the Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re: conflicts of interest, gifts, hospitality and other matters covered by the Code.

15. Carry out your role in line with the Council’s Equality agenda.

16. To comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters in order to protect yourself and others.

17. Any other duties of a similar nature related to this post that may be required from time-to-time.
18. Darlington Borough Council and schools within the Borough are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
19. This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers.

Date: March 2019
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DARLINGTON BOROUGH COUNCIL
ECONOMIC GROWTH AND NEIGHBOURHOOD SERVICES

BUSINESS Growth and INVESTMENT OFFICER

POST NO – D13384

All appointments are subject to satisfactory references.

	Criteria No.
	Attribute
	Essential

(E)
	Desirable

(D)

	
	Qualifications & Education
	
	

	1
	Educated to degree level in a relevant field.
	
	D

	2
	Relevant professional or post graduate qualification.
	
	D

	
	Experience & Knowledge
	
	

	3
	Approx. 5 years’ experience working in a business-focussed role – liaising; networking with and influencing businesses, individuals and organisations.
	E
	

	4
	Approx. 3 years’ experience of partnership working with businesses and other key stakeholders.
	E
	

	5
	Experience of working with property agents / developers and /or experience of working in a creative or marketing role. 
	E
	

	6
	Experience and understanding of current economic policy and the key issues and challenges faced by businesses.
	E
	

	7
	Experience of undertaking project work and effective research skills.
	E
	

	8
	Experience of interpreting legislation, policy or procedures to give recommendations and advice.
	E
	

	9
	Ability to effectively monitor allocated budgets.
	E
	

	10
	Approx. 2 years’ experience of drafting, developing, implementing and reviewing strategy and policy.
	E
	

	11
	Working knowledge of business support delivery.
	
	D

	12
	Experience of project development and implementation.
	
	D

	13
	Experience of using Social Media applications (Facebook, Twitter etc.) in a work context.
	
	D

	
	Skills
	
	

	14
	Ability to develop strong working relationships with senior business people and other key stakeholders, which translate into effective actions delivering economic benefits.
	E
	

	15
	Ability to work under pressure, prioritise work and achieve deadlines.
	E
	

	16
	Ability to work effectively with a wide range of people and organisations.
	E
	

	17
	Ability to communicate both orally and in writing to a wide range of audiences (including the ability to write and deliver clear, concise reports and presentations).
	E
	

	18
	IT Literate, capable of using the Internet, and Microsoft Office packages.
	E
	

	19
	Ability to maintain accurately a range of management information systems including databases and spreadsheets.
	E
	

	20
	Ability to present complex information in formats appropriate to non-specialists without compromising meaning.
	E
	

	21
	Ability to present information in a logical and systematic manner.
	E
	

	22
	Analytical and interpretational skills using a range of information sources and research methodologies.
	E
	

	23
	Ability to work to broad policy guidelines and to use discretion and act on own initiative as required.
	E
	

	
	Personal Attributes
	
	

	24
	Personal presence and credibility to work with Councillors, businesses, developers, partners and community groups.
	E
	

	25
	Ability to work successfully as part of a team.
	E
	

	26
	Political sensitivity and awareness of and commitment to public services and local democracy.
	E
	

	27
	Flexible approach to working time/arrangements.
	E
	

	
	Special Requirements
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