LINCOLN COLLEGE 
CORPORATE SUPPORT SOLUTIONS LTD
JOB DESCRIPTION

Post Title: Head of Sales and Recruitment

Grade:  Management Spine 8-10

Post Number: CS0432P




Date:
March 2017
Line Manager: Managing Director (International and Commercial)
Daily Supervision:
 Managing Director (International and Commercial)
Unit/School: Business Development and Transformation Unit
Job Purpose:

This Sales and Recruitment function is responsible for all apprenticeship and full cost income generation, maximising margin, delivering targets and minimising unnecessary expenditure, through the effective utilisation and deployment of resources across Lincoln College. The post will work closely with the Managing Director of Greater Lincolnshire Apprenticeships – a joint venture between Lincoln College and the Grimsby Institute.
The role’s key function is employer engagement, account management in partnership with the commercial unit. Accountable for the generation and account management of all apprenticeship employer relationships throughout the organisation.
Principal Duties and Responsibilities:

1. To drive growth and achieve sales targets by successfully managing the sales team. 

2. To establish outstanding relationships and work effectively and efficiently with the employers throughout Greater Lincolnshire. 

3. Monitor the sales and recruitment team’s performance, providing motivation and coaching to achieve targets, contact prospects, forge strong working relationships and inform clients of the benefits of our innovative solutions.
4. Develop adaptable sales and recruitment strategies and campaigns working in conjunction with the marketing and delivery teams.

5. Review targets and goals for the function, undertake reviews and assessments of new and current opportunities to ensure that appropriate engagement, considerations and qualifications are being undertaken that provide the most cost-effective, frictionless, seamless and desirable services to our customers.  

6. Assist in developing and implementing a College wide sales strategy.
7. To establish outstanding relationships with delivery teams and support teams throughout the college, to ensure a coordinated approach to sales and business development. 
8. Compile and analyse sales and recruitment data, reporting to senior management to allow informed decisions. 
9. Accountable for the strategic key accounts and the appropriate segmentation, allocation and oversight of accounts to the team.
10. To establish effective CRM management across the organisation to deliver effective pipeline management.
11. To understand and manage risk, mitigating threats and weaknesses and exploiting opportunities and strengths.
12. To understand funding streams, income/expenditure and the due diligence process to protect the reputation, integrity and security of the group.
13. To promote The Lincoln College Group and Greater Lincolnshire Apprenticeships via internal and external recruitment events including open days, careers fairs and employer engagement activity.

14. To maintain professional knowledge and standards through continual professional development including participation in the Colleges Appraisal Scheme.

15. To maintain quality standards and health and safety requirements.

16. To support colleagues, the wider team and the unit as required to meet the over-arching organisational requirements, commensurate with role and responsibility.
17. To be responsible for the safeguarding and promoting the welfare of children wherever applicable within role.
NB:  This is not a complete statement of all duties and responsibilities of this post.  The post holder 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:
Head of Sales and Recruitment
Post Number: CS0432P












Daily Supervision:
 Managing Director 

                                 (International and Commercial)

	Date: March 2017
Line Manager: Managing Director (International and Commercial)

Unit/School: Business Development and Transformation Unit

	
	

	No.
	Requirement


	
	Proposed

Selection

Method *

	1

2

3

4
	Knowledge

Relevant Degree or significant successful experience

Qualification in Business Development or Sales or relevant work experience.

Knowledge of segmented business operations & opportunities across the East Midlands in respect of one of more areas:  Health & Social Care / Construction & Engineering / Manufacturing / Logistics & Supply Chain / Agri-Business / Retail, Hospitality & Leisure 

Knowledge of Business Development/Sales Team Leadership & Sales Management techniques including Weighted Pipeline Management


	
	A/I

A/I

A/I

A/I/T

	5

6

7

8

9
10
	Skills/Abilities – Interpersonal
The ability to work in a non-discriminatory manner.

Exceptional inter-personal skills, including engagement, active listening and pitch/presentation skills

Excellent communication skills, primarily oral and written

Customer-centric, empathic and responsive to need

Ability to show leadership, direction and demonstrate good team player behaviours

Ability to mentor, coach and develop team members
	
	A/I

A/I/T

A/I

A/I

A/I

A/I

	11
12
	Experience

Significant Business Development/Sales experience in a sales/business development/customer facing role, with demonstrable experience for achieving/exceeding target routinely 

Strong Business Development/Sales Team Leadership experience with demonstrable experience in the team achieving/exceeding target routinely 
	
	A/I

A/I

	13
14
15
	Work Related Circumstances

Ability to work flexibly, manage time and prioritise workload
Performance Orientated with an ability to hit target

The ability and willingness to undertake relevant staff development 


	
	A/I

A/I

	16
17

	Skills/Abilities – Other

Effective organisational and IT skills.

Responsibility for safeguarding and promoting the welfare of children wherever applicable.


	
	A/I/T

A/I



	Prepared By:

Designation:
	
	Date:  
	

	* A = Application Form


I = Interview



T = Test


