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Job Title

Business and Education Manager
Job Status

Permanent / Full Time (Part time and job share options considered)
Salary

£27,000 - £32,999
Reporting
Education Director
Key Relationships

	Internal
	External

	Education Director
	Local Businesses

	Chamber Colleagues
	Partner Organisations and Stakeholders, including Doncaster Council, the Careers and Enterprise Company and the Department for Education.

	
	Sub Contractors/Service Providers

	
	Sheffield City Region Local Enterprise Partnership

	
	Educational institutions including SEND

	
	External Funders


Supervisory Responsibilities

1 x Business and Education Adviser

2 x Business and Education Executives
Doncaster Chamber Vision, Values and Behaviours

To work towards our vision and share our company values:
Our Vision: “To be the best Chamber of Commerce in the UK.”

Our Values: Empowered, Helpful, Meaningful Collaboration, Credible, Belief
Main Duties & Tasks 

The focus of this role is driving the operational delivery activity of Opportunities Doncaster and leading on all the reporting and claims for delivery. This includes leading the Opportunities Doncaster team as well personally delivering activity for the benefit of businesses, schools and young people.  In addition to this, the role works closely with the Education Director, to support:
· Financial planning
· Innovation
· Stakeholder management

· Engagement of schools, young people and parents / carers.
· Business engagement

· Marketing and awareness raising
In addition to this, the Business and Education Manager, will work to identify new ways of working and generate future commercial opportunities, whilst maintaining and driving high quality activity at all times.  
Duties include:
· Delivering existing contracts for all school-based activities.
· Being project lead for these activities, undertaking all contract review meetings, monthly reports and claims.

· Being project lead for Business and Education Alliance contract, collating information for all activity and submitting claims accordingly. 
· Driving the development and implementation of new systems, efficiencies and processes within the department and ensure these are maintained at a high level at all time.
· Working with direct report to produce an annual, realistic and challenging targets that achieve the wider business plan.
· Line managing and motivating of direct reports and ensuring they are able to achieve results executed throughout the organisation with maximum efficiency and a clear focus on high quality and passion for business and education.
· Reviewing reports submitted by direct reports, on progress against business plan/contracts/budget and ensure contingencies are in place for any deviation .
· Representing the Chamber on external boards, groups and forums.
· Engaging and networking with the senior partners and stakeholders to build mutually beneficial relationships and referral points, attending appropriate events where necessary.
· Conducting market research and analysis to create detailed business plans on commercial opportunities, high quality delivery and secure revenue from businesses and schools.
· Implementing strategies to drive high quality activity, revenue and ultimately business growth.
· Close liaison and partnership working with funders and stakeholders.
· Working closely with senior posts within the education community to promote, develop and grow strategic partnerships and investigate opportunities in the market.
· Developing and implementing campaigns to ensure local businesses are engaging in Opportunities Doncaster activities and understand the role of the Chamber in this area.  Promoting Doncaster Promise and supporting the delivery of commitments made under the Doncaster Promise.
· Completing weekly and monthly reports (incouding data, progress and outcomes) for the Education Director, in line with funding agreements and organisational targets.
Key Performance Indicators
· Ensure Opportunities Doncaster achieve and/or exceed all agreed budgetary, activity and growth targets year on year.
· Work with the Education Adviser and Executives to project manage and ensure effective delivery of all school facing activities. 

· Complete all reporting documentation that is aligned with each of these contracts in a timely manner.

· Act as project lead for the Business and Education Alliance, attending contract meetings, leading on all claims activity.

· Ensure all school delivery is rated as 95% good or outstanding, by schools, pupils and businesses.

· Ensure all businesses receive pre and post-delivery support to ensure retention rate is at a minimum of 80%.
· Work with the Education Director to support delivery of new projects being brought into the business in line with the organisation’s income generation strategy.
· Produce weekly reports to the Education Director, providing an update on all school delivery projects against contractual and internal targets.
· Focus on high quality at all times, and ensure the team maintain and drive high standards
· Lead on the production of an annual impact report.
· Additional KPI’s and tasks may be agreed and added from time to time according to business needs
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

Doncaster Chamber Vision, Values and Behaviours 

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

Our Values and Behaviours:

1. Empowered: “We have the freedom and confidence to use our own initiative and have trust in others.”
· We are accountable, responsible and own our decisions

· We embrace challenge, feedback and enjoy learning

2. Helpful: “We listen to peoples’ needs to make a positive difference with meaningful interactions.”
· We are friendly, approachable and always show willingness

· We listen actively to provide tailored solutions and great service

3. Meaningful Collaboration: “We work with others to achieve shared goals.”
· We add value to the people we work with by sharing our knowledge and skills

· We welcome the opportunity to learn from others

4. Credible: “We have an excellent reputation achieved through our people and demonstrated by our accreditations.”
· We act with courage to honour our commitments

· We proactively seek development opportunities to enhance our knowledge

5. Belief: “We believe in ourselves, our members, our partners and our borough”
· We use positive and open communication

· We respect and have confidence in others and ourselves
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