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	Job Description  


	Job Title
	Business Support Coordinator
This post is part-funded by the European Regional Development Fund (ERDF) 20014-20


	Location
	Generator, Cluny Annex

36 Lime Street

Ouseburn Valley 

Newcastle upon Tyne

NE1 2PQ


	Working Hours
	21 hours per week (3 days)

	Salary 
	£18,500


	Position in Organisation


	Reports to
	Creative and Digital Programme Manager


	Responsible for
	N/A


	Budget accountability
	N/A



	Overall purpose of the job


	To provide administrative and business support to Generator’s Digital programmes and the businesses we engage with



	Responsibilities 
	%



	· Administrative tasks in relation to Generator’s business engagement and support programmes e.g. Supply Chain North East, North of Tyne Digital Adoption Programme, Digital Union
· Triage for North Of Tyne and SCNE programmes, identifying initial business needs and directing them to the correct support mechanism

	20%
20%


	· Digital Union Sponsor account management including:

· Bespoke event planning 

· Administration of sector events .e.g Digital Bootcamp

· Credit Control

· First point of contact
	20%

	· Attendance at all Business support programme meetings e.g. SCNE
· General finance and operations administration when required
	20%
20%

	
	100%



	Abbreviations used in this job description: 
ERDF (European Regional Development Fund)

TD (Talent Development) 
CDIs (Creative and Digital Industries)

BS (Business Support) 

SCNE (Supply Chain North East)

NoTCA (North of Tyne Combined Authority)



	Duties and responsibilities

 

	Administrative tasks in relation to Generator’s business engagement and support programmes e.g. Supply Chain North East, North of Tyne Digital Adoption Programme, Digital Union
· To work with Creative and Digital Programme Manager and Events and Admin coordinator to ensure all administrative tasks associated with Generator’s business support programmes are completed
· Update CRM data where necessary 
· Ensure all paperwork is completed and accurate in relation to ERDF fund monitoring  auditing 
· Provide relevant information and support to Digital Union members

Triage for North Of Tyne and SCNE programmes, identifying initial business needs and directing them to the correct support mechanism

· With training and support, will act as a triage and first point of contact for businesses wanting to engage with Generator’s business support opportunities

· Be able to identify which programme of support is the most appropriate and liaise with partners and relevant colleagues to ensure businesses are directed to the right support mechanism 

Digital Union Sponsor account management
· To know and understand the purpose of Digital Union, acting as an advocate to all businesses in contact with Generator 

· To work with Events and Admin coordinator to ensure bespoke DU Sponsor events are delivered effectively 

· To support the Creative and Digital Programme manager in the planning, development and delivery of sector related events associated with Digital Union e.g. Digital Bootcamps 

· Credit control- ensure all payment schedules and contracts are agreed, in place and adhered to

· To act as the first point of contact for the sponsor with Generator

Attendance at all Business support programme meetings
· Attend SCNE update meetings on a regular basis 

· Engage with partner organisations to ensure programme information is being effectively communicated 
General finance and operations administration when required
· To support the Chief Finance Officer, CEO and Creative and Digital Programme Manager with additional financial administrative support when required e.g. quarterly claims, invoices, fund management
General 
· Attend Generator events and represent Generator as required;
· Be an active member of the core Generator team, contributing to business development,  the team’s planning and day-to-day delivery of work;
· Participate in training initiatives relevant to the duties of the post;
· Undertake line management responsibilities for other posts as appropriate;
· Fulfil reporting requirements to Creative and Digital Programme Manager; 
· Assist with the creation of information for Generator’s Annual Reports;
· Undertake such other responsibilities as shall be assigned from time to time by the CEO or any other member of staff. 



	Knowledge, skills and expertise required to do the job

	Area
	Essential (required)
	Desirable



	Qualifications
	N/A

	Educated to Level 3 

	Experience
	Experience in a customer facing role or account/relationship management 

Working to deadlines

Using a CRM system or other mechanism of tracking information and data 

Experience of working in an administrative role showing exceptional organisational ability 
	Working in a small team and a fast paced environment 
Working in a B2B capacity 



	Skills or knowledge
	Must have excellent clerical skills 
Be able to demonstrate a good level of knowledge of using Microsoft Office and Excel
	Knowledge of ERDF/ other funded business support programmes
Demonstrable understanding of the creative digital sector

 

	Physical
	Willing to work flexible hours
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