Reference Number; HR43
Issue Number; 1
Issue Date; 

	


	JOB DESCRIPTION

	TITLE:  Business Development Support Executive
	BUSINESS UNIT: Central Support (Bromley)

	POST NUMBER: NA
	REPORTS TO: Head of Business Development


	MAIN PURPOSE
The role of the Business Development Support Executive is to provide day to day support to the Business Development Team to allow professional, timely and efficient delivery of the team’s core functions. 




	SUMMARY OF RESPONSIBILITIES AND DUTIES
Administrate Support

· Responsible for providing administrative support to Business Development Team including planning meetings, processing invoices / purchase orders, providing minutes.

· Responsible for providing support to the Mobilisation Manager/s and Business Development Managers with specific projects in relation to managing critical timelines and key communication with a range of key stakeholders.

· Responsible for ongoing development and maintenance of the company’s internal library system for storing and evaluating submitted tenders to ensure efficient access to relevant information for future tendering.

· Responsible for supporting all Business Development Managers to keep abreast of market trends, competitive analysis and national policy drivers/ changes in evidence impacting on the business strategy.
Procurement and tender management 

· Responsible for the management of multiple tender procurement timelines and associated internal milestones.
· Responsible for uploading new tenders / bids and other funding requests via the appropriate portals. 

· Responsible for providing support to the Business Development Team with the full tendering process including collating key information, competitor analysis, desk based research, communication with key stakeholders, obtaining references, consolidating key information (from pursuit of opportunity right through to contract mobilisation).
Stakeholder Management 

· Responsible for the day to day management of enquiries from customers / commissioners/ clients, including managing portal responses and collating, posting and circulating tender clarification questions and responses. 
· Responsible for ongoing development and maintenance of the external stakeholders CRM system.
Other Responsibilities and Duties

· To carry out any other administrative duties to support the Head of Business Development and the Team as required, commensurate to the level of the post as required.
SKILLS AND ABILITIES

· Proven ability of working within a team to contribute to the achievement of targets and organisational objectives within a culture of continuous improvement.

· Proven ability to work effectively with all levels of staff and managers, including effective partnerships with other agencies and service providers.
· Proven analytical skills and strategic thinking with the ability to develop and deliver strategies that meet business needs.

· Proven ability of supporting a competitive procurement process, from pursuit of opportunity through to successful mobilisation. 
· Proven problem-solving skills and the ability to be flexible and exercise sound judgement and decision-making and give sound advice often within tight timescales.

· Excellent oral and written communications skills, including the ability to contribute to and proof read written reports and tendering documentation 

· Ability to understand and disseminate complex procurement documentation / information.
· Proven ability to undertake a diverse and demanding workload and to deliver consistently high-quality work within specified timescales.

· Highly competent in using a wide range of IT systems including Microsoft Office and other web based portals. 
· Highly motivated self-starter with resilience, determination and the ability to see jobs through to completion.

· Evidence of a personal commitment to continuing professional development and to maintaining an up-to-date professional knowledge sufficient to be a credible and effective source of advice.
KNOWLEDGE 

· Good knowledge and understanding of business development, in particular, local government procurement and grant funding processes.
· An understanding of how to manage multiple procurement portals to maximise relevant business opportunities.
· An understanding of the health / wellbeing, golf and leisure sector.
EXPERIENCE 

· Experience of providing excellent administrative support.
· Experiencing of working within a competitive, fast paced, target driven team.
· Experience of managing multiple projects to tight timelines.
QUALIFICATIONS

· Level 3 Diploma is Business Administration or equivalent job-related experience
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