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	Job Description  

	Job Title
	Business Support Manager

	This post is part-funded by England European Regional Development Fund as part of the European Structural and Investment Funds Growth Programme 2014-2020.

	Location
	Generator, Cluny Annex
36 Lime Street
Ouseburn Valley 
Newcastle upon Tyne
NE1 2PQ

	Working Hours
	21 hours per week (3 days Mon – Fri) 

	Salary
	£25,000 pro rata 

	Start Date
	As soon as possible

	Location
	Newcastle Upon Tyne, with some remote working 



	Position in Organisation

	Reports to
	Chief Executive Officer 

	Responsible for
	N/A 

	Budget accountability
	N/A  



	Overall purpose of the job

	To develop and deliver the range of business support programmes which Generator offers (including Supply Chain North East and Digital Pathfinders), engaging with businesses across the creative digital industries and developing the Digital Union network to aide the success of these programmes and create long lasting impact on the business community in the North East.



	Duties and responsibilities

	Supply Chain North East (SCNE) 
1. To work with our Business Coaches to help engage new businesses from across the North East for 1:1 business support
1. Liaise with businesses interested in the SCNE programme as a triage facility before directing them to an appropriate business support mechanism 
1. To monitor the outputs of the project, working with the administration team and CFO to ensure all paperwork is correct in relation to ERDF Funding claims
1. To work with partners on SCNE to support events and initiatives where possible, to engage new businesses with the project 
1. To work with the Marketing and Communications Manager to ensure content is developed for exciting case studies and other digital content to help the promotion of the programme
1. To work with the CEO to attend regular SCNE meetings and to create the necessary reports for these meetings

Digital Pathfinders
· Work alongside partners of the project (Vonne, Steam Digital, Sunderland Software City/ Digital Catapult) with the CEO, to develop and deliver Generator’s programme of digital adoption business support for businesses in the creative, cultural and leisure industries 
· Build and utilise networks across the North of Tyne Combined Authority region to engage businesses in the programme 
· Deliver the Year 1 programme with the help of other members from the Generator team, procuring exciting facilitators for workshops and seminar events
· Ensure all monitoring information is collected correctly and create reports according to the needs of the funder (Digital Catapult and North of Tyne Combine Authority)
· Liaise with CFO to communicate information needed in relation to fund claims 
· Attend regular programme meetings, reporting on progress of Generator’s work and identifying opportunities to engage with partners throughout the project
· Work with Marketing Manager to increase audience development for the programme

Digital Union
· Work alongside CEO to increase the membership of Digital Union through the delivery of events for the network 
· Engage with members to collect data and understand their challenges, informing a Digital Union events plan
· Support CEO with key sponsor engagement- ensuring all outcomes are achieved and communicated between partners
· Identify opportunities for businesses within the network, including working with colleges and universities from across the North East
· Work with the Marketing Manager and Events and Admin Coordinator to support regular networking and sharing of member news across newsletters, social media and website

Business Support Activity
· Identifying opportunities to work with partners on events or future projects which encourage the development of enterprise in the creative digital sector
· Build networks nationally to enable Generator to run similar business development projects on a larger scale, where the opportunity presents itself 
· Highlight best practice for business development and work with partners to develop case studies to showcase impact of Generator’s programmes


General
· Attend Generator events and represent Generator as required;
· Be an active member of the core Generator team, contributing to the team’s planning and day-to-day delivery of work;
· Participate in training initiatives relevant to the duties of the post;
· Fulfil reporting requirements to CEO
· Create information for Generator’s Annual Reports;
· Undertake such other responsibilities as shall be assigned from time to time by the CEO or other senior Generator staff 



	Knowledge, experience and skills required to do job

	The Business Support Manager must be an enthusiastic and creative individual, highly organised and demonstrate the ability to maintain high implementation standards across a number of different project strands. The ability to work independently in a multi-task environment as well as part of a dynamic and supportive team is essential.

	Area
	Essential (required)
	Desirable

	Qualifications
	Educated to Level 2 (GCSE or equivalent) in Maths and English
	Marketing / PR / comms related further or Higher Education

	Experience
	Experience of developing and/or delivering business support programmes 
Working in a B2B environment, engaging with businesses from a variety of sectors 
Able to identify areas of challenge and to think creatively of how to offer support and guidance 
Working with multiple partners on a project
Experience of working in a client facing role and/or account management
	Experience of working in & passion for the music, creative & digital industries
Experience of working in a business development / commercially driven environment 


	Skills or knowledge
	Interest in and understanding in the creative and digital industries
Strong creative problem solver & communicator (both verbal & written) with particular attention to detail
Knowledge of CRM systems or can demonstrate a strong understanding of data collection and tracking information
Ability to plan and deliver events, both in person and online
Good social and interpersonal skills – confidence in dealing with people from a variety of backgrounds
A positive, can-do attitude with the ability to work as part of a team
	Knowledge of business support funding (e.g. ERDF programmes) 
Knowledge of CRM database systems
Knowledge of data protection legislation (inc. GDPR) & practical understanding of how to apply / comply with that legislation
Able to work in a small fast-paced team
Understanding of financial information and able to develop or work within a budget

	Physical
	Ability to travel
Flexible approach to working hours 
Willingness to spend occasional nights away from home
Willingness to attend functions during anti-social hours
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