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WE LISTEN | WE CARE | WE ARE AMBITIOUS | WE ARE GOOD VALUE FOR MONEY

North Tyneside Council






Job Description
	For HR use only
	Vacancy Ref: DBS4921


	Service
	Environment

	Service Area and Team
	Sport and Leisure – Business Development Team

	Post Title
	Business Development Assistant

	Grade
	5

	Reports to 
	Team Leader, Business Development and Administration

	Responsible for (employees or equivalent)
	Assisting and supporting clerical work, service improvement initiatives and research to inform forward business planning.

	Job Purpose 

	To assist with clerical, analytical and research to develop the business, this includes; service improvement initiatives as well as managing daily clerical tasks, the development and monitoring of marketing campaigns, research to inform business planning, invoice processing and finance monitoring the management and interpreting of data.


	Job Content

	Main Duties

The following list is typical of the duties that the postholder will be expected to perform.  It is not necessarily exhaustive and other duties of a similar nature and level may be required from time to time.

1. To assist in the organisation and provision of clerical and administrative support relating to daily tasks and service improvement initiatives; 

2. To undertake activities associated with business development e.g. research and obtaining information to inform decisions, the manipulation and presentation of data / information;

3. Responding to and answering daily queries and those relating to the service  (including by letter);

4. To undertake the management of manual and computerised record / information systems, including their analysis;

5. To assist with administration, including waiting lists, linked to the learn to swim lesson programme and sports pitch bookings;

6. To assist with administration and service development linked to the Council EASEcard scheme;

7. To assist the Team Leader, Business Development and Administration with service development and administrative duties as requested;

8. Handling and reconciliation of incoming and outgoing finances in accordance with financial regulations;  

9. To ensure that any required equipment, stationery and other office consumables (including basic maintenance of equipment) are ordered in accordance with purchasing procedures;

10. Undertake word, data processing and IT based tasks;

11. Operate specialist / relevant ICT software packages e.g. word processing packages, databases, spreadsheets, specialist software e.g.Leisure management information system, research software

12. To assist with marketing and promotion activities, and measure their success;

13. Complete and submit monitoring forms, returns etc, including those to external bodies;

14. Monitor and manage stock within an agreed budget, cataloguing resources and undertaking audits;

15. Undertake such other duties commensurate with the grading of the post as may be required. 



	Climate Change Values and Behaviours  

	· We strive to reduce the carbon footprint of our services by using less energy in our buildings, travelling less in our vehicles and increasing our recycling
· We encourage innovation and the generation of new ideas in the way we do things, including increasing the environmental sustainability of our services


	Equality, Diversity and Inclusion Values and Behaviours

	· We treat all our colleagues, residents and service users with dignity and respect. We embrace and value people’s differences. We act as allies, educating ourselves, empowering others and tackling discrimination.
· We build an inclusive and fair workplace where all team members feel valued and accepted. We encourage team members, residents and service users to contribute their perspectives to our understanding of the borough and how best to support our people. We role model inclusive behaviour in our leadership styles, and champion equality.


	Special Requirements of Post

	Working Conditions and Arrangements 
	The postholder will be predominantly office based however they may be required to work out reach, e.g. marketing campaigns, research groups

	Physical Requirements e.g. driving, lifting and handling
	N/A

	DBS and Safeguarding Checks required 
	Enhanced DBS

	Responsibility for Safeguarding or extent of contact with children, young people and/or adults at risk of harm.
	N/A

	Politically Restricted
	No



Person Specification

	Job Criteria

	Factor
	Essential
	Assessment method

	Knowledge
	Flexible and highly motivated

Able to work as part of a team
Commitment to equality and diversity

Commitment to career development opportunities
	Application Form

Interview

	Qualifications and Training including Professional Registrations 
	Five GCSE’s at grade C or above including Maths and English or equivalent qualifications.
	Application Form

Interview 

Certificates

	Skills & Experience
	Excellent IT skills and proficient in Microsoft Office software

Excellent administrative and clerical skills
Excellent communication and interpersonal skills

Work effectively with people from a variety of backgrounds and working with customers

Planning and organisation skills with the ability to manage a varied workload against conflicting demands and timescales

Excellent customer care skills
Experience of working in a customer service environment

There may be some requirement to attend evening meetings and to work outside of normal office hours


	Application Form

Interview



	Our Values


	· We Listen

· We Care

· We Are Ambitious

· We Are Good Value For Money

	

	Special requirements

	Factor
	Essential
	Assessment method

	Occupational requirements under the Equality Act 2010 
	
	

	Fully Covid 19 Vaccinated or clinically exempt 

	No
	

	Factor
	Desirable
	Assessment method

	
	Knowledge of specialist software packages, e.g.Leisure management information system, research software
Relevant IT qualifications plus experience
Experience of financial systems monitoring and payment of accounts, ordering, raising orders and invoices

Experience of promotion, research and analysis

Current driving licence or means of mobility support
	Application Form

Interview
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Please note if you intend to use your own vehicle (or non-council vehicle) for business mileage you must hold the relevant driver’s licence, MOT and insurance documentation.











