Job Description

	Job Title
	Business Adviser

	Reports to
	Team Leader/ Operations Manager


	OVERALL PURPOSE OF THE JOB

	To assist Elevator in supporting and investing in the creation and development of profitable businesses in the communities which we serve.

By

· Being commercially oriented

· Working to establish Elevator and Business Gateway as the first-choice provider of business services to new and growing businesses.

· Engaging with the business community in such as way as to reflect the values of Elevator and Business Gateway.

· To be proactive, creative and innovative in developing new ideas, improving procedures and policies for Elevator
and

· To provide high quality advice, support and training to potential new businesses and established businesses in order to meet the Business Gateway targets.


	KEY RESULT AREAS

	· Achievement of targets set by Business Gateway
· Delivery of workshops for clients

· Provision of advice to clients regarding appropriate assistance schemes

· Maintenance of computer-based client records and notes

· Building network of contacts and referrals

· Maintenance of quality standards through our quality assessment process

· Involvement in events and promotional activities

· Encouragement of entrepreneurial activity through various stakeholder programmes.




	KEY RELATIONSHIPS

	Internal:  Director: Operations, Senior Management Team, Business Advisers, Business support staff
External: EFRS, Professional Partners, Local Authorities, Clients, Sponsors, Local Chambers of Commerce



	CHALLENGES AND DEMANDS OF THE ROLE

	· Dealing with and managing high expectations of clients

· Delivery of targets and quality standards within time constraints
· High levels of creativity required for client solutions and marketing opportunities
· Some unsociable hours in order to remain flexible for clients and attend events
· To continually update knowledge of legislation, regulations and assistance schemes
· Any other duties as directed by Team Leader or Company Directors.


	KNOWLEDGE/SKILLS/EXPERIENCE

	· Business or Management Degree and/ or experience of running a business

· Wide ranging commercial experience desirable
· Ability to assess the viability of Business Plans

· Ability to build an extensive network of both internal and external contacts

· A specialist skill e.g. marketing, e business, IT, finance, PR

· Ability to work effectively as part of a team

· Report writing skills

· Ability to motivate and build client confidence levels

· Excellent communication and presentation skills and ability to adapt to the audience

· Ability to multitask and manage own time and workload efficiently

· Ability to work towards Premier Adviser status


	HEALTH & SAFETY AT WORK

	It is the duty of all Elevator staff to take all reasonable care of themselves and of other persons who may be affected by their acts or omissions.  In addition, staff are required to co-operate with Elevator on matters of health and safety, in particular:

· Ensuring that they use any equipment provided for their health and safety

· Reporting deficiencies or faults with such equipment

· Informing their line managers of any serious or imminent danger

The duty and reasonable care to third parties is particularly important in relation to:

· Visitors to Elevator Business Centres

· Clients of Business Gateway when visiting Elevator Business Centres
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