 LINCOLN COLLEGE CORPORATE SUPPORT SOLUTIONS LTD
JOB DESCRIPTION

	Post Title 
	Employer Engagement Admin Officer 
	Grade
	CSS Scale 3/4


	Post Number
	CS0213P
	Date 
	September 2017

	
	
	
	

	Line Manager
	Senior Commercial Development lead  
	Directorate
	Business Development Unit

	
	
	
	

	Daily Supervision
	Senior Commercial Development lead  
	Unit/School
	Business Development Unit


Job Purpose: 

The Business Development Unit is the external facing team of The Lincoln College Group responsible for driving student recruitment and business engagement.  All team members share a common purpose: facilitating the financial health of the College by meeting prescribed targets and identifying opportunities for growth.  The team generates and maximises relationships with individuals, businesses and other stakeholders, displaying exemplary customer service at all times.
Reporting to the Senior Commercial Development Lead, this primary customer facing and ambassadorial role provides a key link to the College’s network of employers and businesses and is pivotal in maintaining and expanding effective relationships with them in order to support them in developing their workforce through engaging in College provided training and services. 
Principal Duties and Responsibilities: 

1. To have an in-depth understanding of the College’s portfolio of apprenticeship and all other education and training courses, funding streams, services and capabilities that can be promoted to business regardless of their size or sector specialism.
2. To respond and reply to all incoming employer enquiries via phone or email, in line with internal operational level standards.

3. Liaise with Business Development Officers and EP managers on current accounts on a weekly basis.
4. To work alongside the Telesales Officers on specific marketing campaigns 

5. Create appointments for the Business Development Officers and appropriate colleagues for them to progress leads when required
6. To contribute to the engagement with employers throughout the region to meet income and learner number targets as set by the Head of Business Development.
7. Lead on the incoming Full Cost provision including all processes associated from enquiry to delivery. 

8. To contribute to the direct marketing of training and services to employers through the use of direct visits, social media, telesales, presentations and fairs.
9. To actively source and secure new employers wishing to recruit apprentices.
10. Leading on JobMatch, engaging with employers on their current job vacancies. Following the process from initial enquiry to employer evaluation. 
11. To input, maintain, monitor and report from the CRM database.
12. To maintain and comply with the college’s standards set for all aspects of Customer Service and Employer Engagement

13. To accept responsibility for the implementation of the College’s Equal Opportunities policy throughout all personal contacts in the College and within this area of responsibility.

14. To maintain professional standards expertise by undertaking relevant professional development including participation in the College’s Appraisal Scheme.
15. To conform with the Health and Safety requirements relevant to the post.

16. To operate within the College’s Quality Assurance system for programme management.

17. To be responsible for the safeguarding and promoting the welfare of children wherever applicable within the role of Employer Engagement Admin Officer.
NB:  This is not a complete statement of all duties and responsibilities of this post.  The postholder may be required to carry out other lawful and reasonable duties as directed by a supervising manager.
LINCOLN COLLEGE CORPORATE SUPPORT SOLUTIONS LTD
PERSON SPECIFICATION FORM
	Post Title 
	Employer Engagement Admin Officer
	Grade
	CSS Scale 3/4

	Post Number
	CS0213P
	Date 
	September 2017

	Line Manager
	Senior Commercial Development lead  
	Directorate
	Business Development Unit

	
	
	
	

	Daily Supervision
	Senior Commercial Development lead  
	Unit/School
	Business Development Unit


	No.
	Requirement
	
	Proposed Selection Method*

	
	Knowledge
	
	

	1
	Level 3 or Equivalent qualification in Business  
	
	A / I

	3
	Knowledge / understanding of local and national employer engagement, apprenticeship and training initiatives and funding structures
	
	A / I / T

	
	Skills / Abilities – Interpersonal
	
	

	4
	Excellent inter-personal skills
	
	A / I

	5
	Good communications skills (oral and written)
	
	A / I / T

	6
	Ability to work as a member of a team
	
	A / I

	7
	High level of customer care  
	
	A / I

	8
	Able to work on own initiative
	
	A / I

	9
	The ability to be responsive to the individual needs of customers
	
	A / I

	10
	The ability to work in a non discriminatory manner
	
	A / I

	
	Experience
	
	

	12
	Experience of working in the post 16 education and training sector
	
	A / I / T

	13
	Previous experience of employer facing role
	
	A / I

	
	
	
	

	
	Work related circumstances
	
	

	14
	Ability and willingness to undertake relevant staff development
	
	A / I

	15
	Ability and willingness to work flexibly (working hours and locations)
	
	A / I

	16
	The ability to travel to various geographical locations
	
	A / I

	
	Skills / Abilities - Other
	
	

	17
	Effective organisational skills and ability to prioritise workload
	
	A / I

	18
	Ability to manage own time, meeting deadlines and targets
	
	A / I

	19
	Appropriate level of IT skills to undertake relevant duties, ie Word / Powerpoint / Excel or the willingness and ability to undertake relevant training
	
	A / I / T


Prepared by:
Gemma Skaley 
Designation:
Senior Enterprise Development Lead 
Date:
January 2016
*
A = Application Form
I = Interview

T = Test

