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Job Title

Business and Education Executive
Job Status

Permanent (part time/job share options are also considered)
Salary Banding
£21,000 - £26,999
Reporting
Business and Education Manager
Key Relationships

	Internal
	External

	Business and Education Manager (Line Manager)
	Local Businesses

	Colleagues
	Partner Organisations and Stakeholders

	CEO/EMT/SMT
	Sub Contractors/Service Providers

	Board of Directors
	Local Education Authorities/Schools

	
	Careers Hub

	
	British Chamber of Commerce (BCC)

	
	Schools and colleges


Supervisory Responsibilities

None
Doncaster Chamber Vision, Values and Behaviours

To work towards our vision and share our company values (see attached)

Our Vision: “To be the best Chamber of Commerce in the UK.”

Our Values: Empowered, Helpful, Meaningful Collaboration, Credible, Belief

Main Duties & Tasks 
The Business and Education Advisors (CEIAG) main role is to contribute to the Education team’s delivery of all contracts and be the CEIAG lead for all activity undertaken within the team.
 

You will be CEIAG L6 qualified (or working towards) and will provide impartial job, training and study-related advice and guidance to KS3 & KS4 learners. Work may be carried out face to face or via virtual means. Individually or to a group.

You will have a good grasp of utilising labour market information and the ability to map careers related learning to the curriculum. Local knowledge would be advantageous but is not essential. 
Experience of working with young people or within a school environment is desirable as well as the ability to create and present resources. 

 
Duties include:-
· Work alongside the Business and Education Manager to ensure the successful delivery of the team’s KPIs both numeric and financial within the budget.

· Support the development and growth of Opportunities Doncaster. 
· Manage relationships with education providers and private sector to ensure successful delivery of activity, including but not limited to DWP Kickstart Scheme, NEETs strategy development and delivery of CEIAG-related activities. 
· Work with the Business and Education Adviser and wider Opportunities Doncaster Team to ensure the successful delivery of KPIs both numeric and financial within the budget.

· Support the development and growth of Opportunities Doncaster. 
· Working with the Employer Engagement Team enlist the support of local businesses who wish to get involved in Kickstart and apprenticeship delivery. 
· Assist in the development and delivery of materials within schools where needed
· Ensure evaluations are produced for all activity undertaken
· Work closely with the Careers Hub and Enterprise Coordinators and ensure attendance at relevant meetings and steering groups aligned to projects. 
· Attend local authority meetings and working groups/governance boards as NEETs representative for the Chamber.
· Be the project lead for the Kickstart scheme, ensuring paperwork and submissions are undertaken in a timely manner.
· Deliver activity within identified schools where contracts require.
· Create resources and project which are mapped to school curriculum
· Engage and network with appropriate partners and stakeholders building mutually beneficial relationships and referral points, attending appropriate events where necessary
· Ensure all engagement notes are updated accurately on the relevant CRMS and within 2 working days and the weekly performance/monitoring documents updated
· Ensure debrief documents are produced for all activity, and that everything is stored electronically, and is transparent and auditable
· Have a clear focus on quality at all times
· Ensure any employer that is being engaged with is signed up to the Doncaster Promise.
· Refer any apprenticeship leads to the Business and Education Adviser.
· Produce a weekly and monthly report of all activities for the Education and Skills Director.
· Ensure all activity is documented on the CRM system.
· Always represent the Chamber and its members in a positive manner to partners and stakeholders
· Adhere to all policies and procedures at all times
Key Performance Indicators

	· Support 120 SME’s per year to engage in activities with young people in line with BEA Contract.

· Work with businesses to sign them up to the Doncaster Promise, with a target of 8 per month.
· Ensure the BEA contract remains on profile of 10 SME’s per month, ensuring outputs for the BEA contract are achieved at all times. (outputs roll over to following month if not achieved)
· Be the business lead for the Kickstart project, and generate 30 new Kickstart placements every month, supporting all businesses through the process.

· Ensure all relevant paperwork is completed, in line with activity, including BEA contract and Kickstart scheme.

· Working with the Opportunity Area, support the development of multiple NEETs events, (these can be online) with a commitment to engage at least 50 businesses with the NEETs agenda locally (engagement can be quantified through attendance at events or securing placements for pupils designated as ‘at risk of NEET’ (each placement counts as a separate ‘count’ towards the total)).
· Produce a weekly report providing an update on activity undertaken against each project.

· Support the events department in sourcing employers for Opportunities Doncaster Live. 
· Attend local authority meetings as Opportunities Doncaster representation as and when required to contribute to strategy, thinking, and be a representative for the Chamber.

· Additional KPI’s and tasks may be agreed and added from time to time according to business needs.
· Lead development of resource mapped to curriculum delivery.


	Segregation of Duties
Duties and areas of responsibility shall be segregated to reduce opportunities for unauthorised or unintentional modification or misuse of the organisation’s assets.  


Signed (Job Holder): _________________________________
Date: __________
Signed (Line Manager): ______________________________ 
Date: __________

Please return a signed copy to the HR Representative and retain one for your information.

This description is a general statement of required major duties and responsibilities performed on a regular and continuous basis. It does not exclude other duties as assigned
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