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Inspire. Support. Achieve,





Job Description
Job Title:


Business Development Advisor
Organisation:

Haddon Training Limited
Department:


Sales
Responsible to:

Business Development Manager
Report Written by:

Chief Operating Officer
	Area
	Responsibilities

	Lead Generation
	Work closely with the Business Development Manager and the team of Trainer-Coaches. Activities include: 
· Call employers to identifying apprenticeship vacancies to be advertised; as well as identifying the right programmes for existing staff
· Speak to potential candidates regarding their application, forwarding suitable candidates to the employer and subsequently organising interviews.
· Advertise new vacancies on appropriate websites and work closely with the Marketing team to ensure vacancies are promoted
· Book application/enrolment appointments via outlook, sending all parties the relevant information.
· Maintain incoming sales enquires
· Track learner progression
· Attend career fairs and school events.

	Reporting
	· Attend a monthly 121 with the Business Development Manager 

	Governance
	· Comply with legal and other relevant regulatory requirements, such as learner Health & Safety, Safeguarding and Data Protection.
· Comply with Haddon Training procedures and working practices.

	Skills
	· Demonstrate excellent customer services skills - verbal and written

· Be a self-starter and drive 
· Be a team player, with a ‘can do’ attitude 
· Be able to work on own initiative but also able to work as a team player.
· Demonstrate effective time management, planning and organisational skills.
· Have the ability to build working relationship with colleagues, learners and employers.
· Be aware of delicate and sensitive areas of confidentiality.
Desirable: 

· Have an understanding of funding guidance and rules (ESFA) to guide and advise employers/learners/parents accordingly.

· Hold experience of using Learner Management/CRM Systems/Excel spreadsheets and Outlook email and calendars.



	Personal
	· Agree monthly and quarterly objectives and targets your Line Manager.
· Undertake any other duties which may be required to meet Haddon Training strategic objectives (Business, Operational and Quality Improvement Plans).
· Be subject to a DBS check.

	KPI
	· To achieve the monthly starts profile (in line with contract and budget).  
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