

	Competency Based Job Profile Band 5-8 Sept 16



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Place
	SERVICE GROUP: Economy & Development Services

	POST TITLE: Project Support Officer (National Services Level 2) - Innovate UK Business Growth
	REPORTS TO:  Project Manager, Innovate UK Business Growth

	GRADE: Band 7

	SAP POSITION NUMBER : 50152824


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post:

	To provide efficient and effective project support to the Economy & Development Services 
department and in particular to the Innovate UK Business Growth’s national enquiry gateway.
To lead as first point of contact on the Innovate UK national enquiry gateway website and hotline
and process the enquiry within the IUK BG consortium or to relevant stakeholders as appropriate.

To have responsibility and accountability for updating the CRM with all records of correspondence 
with clients and enquiries and lead on the reporting function for all statistics as requested by 
the Innovate UK central team.    
  

	Main Responsibilities of Post: 

	1.
To lead on the BMDC partner project support and administration to Innovate UK Business Growth in the UK, in particular by acting as the first contact point for Growth, High Growth and Scale-Up companies using the national telephone service, e-mail and website contact form; 

2.
To establish the location, needs and business support requirements of customers contacting the national enquiry service and independently refer clients to the most appropriate regional partner or subject expert for further information and advice;

3.
To act as first contact in the logging of complex client enquiries or enquiries that have been escalated and the maintenance of statistics and other records in the Business Growth client management system, to permit smooth and effective referral of clients, as well as reporting to funding agencies, Innovate UK and BDMC;

4.
To have overall partner responsibility and accountability for maintaining the integrity and quality of data in the client management system, working alongside the Senior Manager, Project Manager, NEG team and Business Growth delivery partners;
5.
To act as the primary contact for the verification of data on the Innovate UK Business Growth website, so that visitors to the site can understand the information easily;

6.
To coordinate the NEG team with the gathering and collating of feedback from service users and then feeding back results to Innovate UK as and when required;
7.
To attend Innovate UK Business Growth staff webinars, annual conferences and other information / training sessions, to make sure that they is continually up-to-date on the offer of the IUK business support products and services portfolio;

8.
To lead as first point of contact and coordinator for the Enterprise Europe Network brokerage events on the B2Match platform and the CRM system as dictated by Innovate UK central team including reporting and liaising with clients and IGS;
9.
To be responsible for identifying and have continuous awareness about potential  publicly-funded initiatives from stakeholders that may affect the positioning of IUK Business Growth Services;
10.
To lead in the organisation and administration of internal and external meetings and events organised by the Innovate UK Business Growth, for example by coordinating diaries, booking venues, sending out agendas etc.
11.
To take part and contribute in Communities of Practice or other internal focus groups – potentially involving travel across the UK;
12.
To provide other administrative support to Economic Development Services including data input, telephone call handling and filing;
13.
 The postholder is required to communicate regularly with other Council officers, businesses and other users of the service, Business Growth partners throughout the UK and potentially overseas, as well as other business support providers. They will also potentially have contact with staff of the European Commission / European Innovation and SME Agency (EISMEA).  This will be predominantly via e-mail and telephone, but may also be in person (e.g. at meetings, events, or training sessions);
14.
The postholder will have to make day-to-day decisions on the appropriate referral of customers using the Business Growth national gateway, within well defined guidelines, referring complex matters to senior staff where appropriate. They will be expected to show a level of personal initiative, for example prioritising workload or during the absence of the Project Manager or Senior Manager. They will also participate in making decisions relating to the successful and efficient operation of the national gateway.

15.
The post holder may be asked to supervise temporary workers and placement students from time to time.  The provides support to other members of Innovate UK Business Growth staff at BMDC and will also work with a number of other partner organisations throughout the UK.  

	Structure:

          [image: image1.emf]Innovate UK Business Growth Proposed Team Structure – October 2024 
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	Special Knowledge Requirement. 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Due to the Government’s Fluency in English for posts where employees speak directly to members of the public the postholder is required to meet the Advanced threshold level which will be applied where the postholder requires a greater level of sensitive interaction with the public. 

You must be able to demonstrate that you can express yourself fluently and spontaneously (this will also be tested during the interview).
	X

	Able to deal with internal and external customers over the telephone, electronically and face-to-face
	X

	Able to establish the needs of the customer using appropriate questioning techniques and listening skills and uses them to implement solutions
	X

	Uses a range of complex IT packages relating to Innovate UK Business Growth’s area of work, including Excel and other Microsoft packages, as well as a range of office equipment e.g. telephone, fax, photocopier etc 
	X

	Understands multi-agency/partnership working including private sector and how these operate within the Council and Innovate UK Business Growth framework to deliver outcomes
	X

	Able to establish, develop and maintain relationships with partner organisations/professionals from other disciplines /sectors/ the local community to deliver services to contract specification.
	X

	Knows and understands how to use, interpret, handle and communicate information 
	X

	Able to implement, maintain and manage accurate information retention systems both manual and computerised.
	X

	Completes administrative work and other tasks with accuracy and attention to detail
	X

	Able to arrange events, manage diaries and service meetings, producing agendas & minutes
	X

	Relevant experience requirement: Will be used for shortlisting


	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet the Advanced threshold level outlined under Special Knowledge above.  

	Demonstrable and extensive experience of efficient handling of telephone and e-mail enquiries from senior members of staff in a business-related environment 

	Relevant professional qualifications requirement: Will be used for shortlisting


	Has a qualification at RQF level 5 i.e. BTEC professional 

award, certificate or diploma level 5, in an appropriate discipline including

business studies or customer service.

Or:  has demonstrable experience in business support to small & medium sized enterprises.


	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

 

	 Must be able to work occasional evenings, as required by the 

needs of the service. May be required to travel within the region and potentially elsewhere
within the UK. Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.



	Compiled by: JL
Date: 11/11/2014 & updated 6/6/2023, 10/03/2025 (DH Amends)
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	Post Grade:  
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