
JOB & PERSON PROFILE

Business Development Executive, Northern Ireland

Job Reference Number: NI027/17
Barnardo’s vision, mission and values

Vision:
To realise Thomas Barnardo’s dream of a world where no child is turned away

Purpose: To transform the lives of the UK’s most vulnerable children

Mission:

· to reach and help those children whose voices are unheard and whose needs are unmet

· to defend, safeguard and support them at key moments to change their lives for the better

· to fight to change policy, practice and public opinion, and

· to inspire our people and partners to unite behind our cause.

Values:

· respecting the unique worth of every person

· Encouraging people to fulfil their potential
· Working with hope
· Exercising responsible stewardship


JOB DESCRIPTION

Job Title:
Business Development Executive
Location:


Northern Ireland
Department:


Business Development Unit (BDU)
Section:


Children’s Services

Responsible To:


Business Development Manager
Responsible For:
Business Development Assistant 
Job Purpose:
To contribute to growth in Children’s Services through providing support to the Business Development Team through the identification of opportunities, development and submission of proposals.  

Key Responsibilities:
To act as coordinator within the BDU on the following key functions:
1. Manage bid/tender information, market intelligence, pipeline development and knowledge management supporting Children’s Services growth.
2. Project support for tenders and grant applications, implementation and roll out of successful bids.
3. Undertake growth opportunity assessment, business case evaluation, pipeline reporting and project planning.
Main Tasks:

•
Assist in the implementation and delivery of bid strategies leading to successful bids, including market research and intelligence.
•
Manage and operate bid/proposal information systems, including Commissioner portals, CRM Business Pipeline and Content Server, ensuring data and information are accurate and current.

•
Assess tender notices/opportunities, ensuring Business Case brief, contract risk assessment and due diligence undertaken for each bid/proposal.
•
Provide information and tender support to Business Development Managers. 

•
Ensure bid deadlines are met and feedback collected on successful/unsuccessful proposals.
•
Provide administrative support in negotiations with external clients and partners at middle and senior management level and ensure that appropriate legal agreements are in place.
•
Coordinate cross-departmental input into tender planning and successful bid implementation ensuring joined up work programmes between commercial and operational parts of the business.
•
Manage and update proposal Risk Register. 

•
Maintain familiarity with current developments, policy changes and competitor activity in Children’s Services.
•
Represent Barnardo’s at internal and external meetings/events when required. 

•
Maintain familiarity with current developments, policy changes and competitor activity in Children’s Services.
•
Assist in the process of promoting Barnardo’s as the top provider and market leader in Children’s Services. 

Such other duties as may be required to fulfil the objectives of the role.

Person Profile 
E
=
Essential

D
=
Desirable

	Experience

Preparing and writing reports/research papers
Experience of or ability to provide data and report information
New business presentations
Commercial background
Relevant experience in the same or closely associated field, e.g. tendering or funding applications

	E

E

D
D
D


	Education
Strong command of English and Maths


	     E

    

	Knowledge and Skills
Good verbal and written communicator 
Ability to analyse date and information to inform business decisions
Ability to manage, maintain, record and monitor accurate records in line with business processes
Ability to meet internal and external deadlines, standards, regulation and policy requirements
High levels of IT skills in word-processing and Excel

	     E

     E

     E

     E

     E

	Circumstances
Some travel and overnight stays may be required.
	     E

	Managing Diversity

Recognising the unique potential that individuals from differing backgrounds, experiences and perspectives bring to Barnardo’s.  Utilising individual performance, responding to changing working practices and acknowledging the changing customer/client base that the Organisation operates within.
	    E

	Basis and Values

Ability to respect Barnardo’s Basis and Values with a commitment to, and an understanding of, equality of opportunities
	    E


COMPETENCIES

Listed below are key competencies which describe how the job must be carried out in order to achieve the objectives set:-

	Business Initiative

Analyse available information regarding multiple growth opportunities, quickly identifying benefits and risks to the business and gaps in knowledge
Planning and Organising
Ensuring the successful achievement of results through the effective planning of resources
Problem Solving and Time Management
The ability to think through and adopt a clear, step-by-step approach to planning and organising work, making effective use of time, resources in order to get the job done as effectively as possible
Concern for Accuracy
Acting to minimise errors and inaccuracies, ensuring an orderly and precise approach to work whilst following agreed processes and procedures
Team Working

Effective communication and peer support within formal and project teams allowing individuals to challenge practices positively and embracing fresh ideas whilst working to agreed work plans

	    E

    E

    E

    E

    E




	OUTLINE TERMS & CONDITIONS OF EMPLOYMENT



	The following information represents the key terms & conditions of this post and should not be viewed as a Contract of Employment.



	

	Salary:
	£23,427 to £27,676 per annum for full time working.  Grade D26B.

Starting salary will normally be at the minimum of the pay range.



	Hours:
	36.25 hours per week worked to meet the exigencies of the service. 



	Place of Work:


	You will be based at Barnardo’s NI Regional Office, but may be required to work at any place where work has to be performed on behalf of Barnardo’s as it may reasonably determine.



	Pay Periods:
	23rd monthly; direct to building society/bank account



	Probationary Period:
	Six months



	Appraisal:
	Annual



	Holidays:


	26 days per annum. Leave entitlement is increased by 3 days on completion of 5 years’
Barnardo’s service.  In addition, ten statutory holidays are granted.  



	Pension:
	Eligible for membership of Barnardo’s Retirement Savings Plan



	Smoking Policy:
	Barnardo’s operates a smoking policy



	CLOSING DATE FOR RECEIPT OF COMPLETED APPLICATIONS IS

12.00 NOON Monday 26th June 2017
IT IS ANTICIPATED THAT INTERVIEWS WILL BE HELD THE WEEK BEGINNING w/c 17th July 2017
A waiting list of suitable candidates may be maintained for a period of up to nine months


PLEASE NOTE





Barnardo’s uses generic job profiles and person profiles when advertising its posts.  





Therefore when completing the application form applicants must also take account of the Service specific information provided in the pack and evidence should be provided based on all the information sought and in the context of the service specific qualifying factors outlined in the person profile.�
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