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	Broxbourne Borough Council 


	Job Title: Business Support Officer
	Job Ref: BSOED

	Job Location: Bishops’ College Churchgate Cheshunt Herts 
	Hybrid: Yes

	Department: Economic Development

	Reports to: Duncan Haslam

	Part time: 18.5/37 hours

	Grade: J37

	Alcohol restricted post: No 

	Car: Yes – mileage rates paid in accordance with HM Revenue services

	

	Values: (statement to be included about the values)
The Council has adopted the core values of Teamwork, Innovation, Effectiveness and Respect (TIER). 
The values and their underlying behaviours, demonstrate the Council’s commitment to providing excellent customer care, working in a joined-up way, showing respect at all times and looking at innovative and forward thinking solutions. 


	Summary:

Assist the Head of Economic Development, Community Infrastructure and Regeneration in managing the service. 

Provide business and administrative support to the Economic Development, Regeneration and Communications teams. 

Develop and take initiative on creative projects such as Generation Broxbourne, festive lighting initiatives, coordinating filming in the borough. 

Duties:

Develop and manage Economic Development and Community regeneration programmes:

· Oversee the Council’s sponsorship programme. 

· Explore innovative and creative ways to support local businesses and create income for the Council through sponsorships.

· Promote Broxbourne for filming to generate income and increase the profile of the borough. Liaise with the Hertfordshire Film Office. 

· Co-ordinate and set up meetings with stakeholders like local businesses or community groups to support in the successful implementation of sponsorship or filming initiatives in the Borough. 

· Attend meetings with stakeholders onsite and offsite and attend networking events linked to developing Broxbourne as a filming location. 

· Attend key local business networking group meetings (Love Hoddesdon, Love Waltham Cross, Love Cheshunt). 

· Organise the Council’s festive lighting programme across the Borough’s Town Centres. 

· Organise the Council’s annual Generation Broxbourne event and help organise and support other economic development events where relevant. 

· Support in the growth and development of the economic development team’s social media profile. 

Provide administrative and financial support to the Head of Economic Development: 

· Deal with emails and telephone calls as necessary. 

· Provide assistance with business enquiries through CXM when required.

· Take minutes of meetings within the team and the wider council where relevant. 

· Raise and log Purchase orders and invoices.

· Respond to filming enquiries from Hertfordshire Film Office and sponsorship enquiries. 

· Take initiative to improve the running of the department and to provide information for reports and to Members as required.

· Produce PowerPoint presentations as required. Produce presentations for Council forums and meetings as required.

· Produce, understand and update spreadsheets.


	Diversity, Equality and Inclusion (EDI)
All staff must comply with the Council’s Policy on Equal Opportunities and undertake training to ensure the fair and equal treatment of all Council staff and customers.


	
Employment checks required for this post 
The Council is required by the Home Office to carry out standard Right to Work checks for all employment under the Asylum and Immigration Act 1996. If you cannot produce Right to Work documentation or are unsure whether the documents you have provide the necessary proof please contact Human Resources prior to your interview.

	
Employment of Ex-Offenders
Broxbourne Borough Council aims to promote equality of opportunity for all with the right mix of talent, skills and potential. We therefore welcome applications from a diverse range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s).  The Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.


	
SAFEGUARDING
All employees are responsible for ensuring the safety and welfare of children and vulnerable adults in the course of their daily duties. All staff are required to understand and adhere to the Council’s Safeguarding policies and procedures as they apply to their own role, to make referrals concerning child or vulnerable adult welfare to the Designated Child Safeguarding Officer, and to co-operate with other agencies around child protection investigations


	
SPOKEN ENGLISH
For public-facing roles involving regular telephone and face-to face conversations with the public, the ability to converse at ease with members of the public and provide advice in accurate spoken English is essential in this post




For specific requirements for the post please see the Person Specification.

If you have any query please contract Human Resources on (01992) 785509 or personnel@broxbourne.gov.uk
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