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	Reports to:
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	Employee Management:
	4 employees
	Grade:
	8
	Profile Ref:
	99816

	Purpose of the Post

	To drive improvement in income generation for the Service, through the effective development and delivery of commercial activity, including multiple retail outlets and the development and implementation of new income streams.

	Responsibilities

	· To manage and increase service income through the implementation of the Service Business Plan.

	· To develop, organise and promote the delivery of income generating events.

	· To contribute to the development and delivery of targeted fundraising campaigns.

	· Ensure effective and robust systems are in place for documentation and payments relating to the hire of the venues, banking of income, raising of invoices and placing of orders, ensuring robust systems are maintained.

	· Effectively monitor and report on income performance and profitability in line with Council processes, including the development of performance management information for management

	· Development of the retail offer, and undertake duties including buying, merchandising and increasing sales in line with the retail strategy.

	· Manage a team of staff, providing direction and co-ordination of workloads, support and guidance dealing with recruitment, motivation, training, welfare and discipline issues as appropriate.

	· Proactively liaise, negotiate and collaborate with a range of internal and external stakeholders including the wider team, managers, employees, councillors, contractors and partnership agencies as required.

	· Maintain, collate and produce performance management data

	· Carry out procurement exercises as required.

	· Produce reports as required and contribute as part of the service management team.

	· Uphold Health and Safety and other regulations in the workplace at all times.

	· Undertake any other duties commensurate with the role as requested by management.

	Education and Training
	Measure
	Rank

	· Level 4 Qualification
	A/ C
	E

	· IT literate e.g. proficient in the use of Excel
	A / I
	E

	· Willingness to undertake the Councils Leadership Programme
	A/I
	E

	· Leadership and Management training
	A/C
	D

	Relevant Experience
	Measure
	Rank

	· Experience of working in commercial role 
	A/I
	E

	· Experience of organising and running commercial functions
	A/I
	E

	· Experience of working in a customer service environment
	A/I
	E

	· Experience of working in a sales focused environment
	A/I
	E

	· Experience of increasing an organisation’s income
	A/I
	E

	· Experience of marketing
	A/I
	  D

	General and Special Knowledge
	Measure
	Rank

	· Interest and knowledge of commercial operations and increasing an organisations profits
	A/I
	D

	Skills and Abilities
	Measure
	Rank

	· Strong communication and interpersonal skills with the ability to deal with, and negotiate with, a range of internal and external stakeholders.
	A/I
	E

	· Well developed ability to manage a challenging workload under pressure and to deadlines, using own initiative and demonstrating skills in work prioritisation, organisational and time management.
	A/I
	E

	· Ability to adopt an effective approach to problem solving, adapting to circumstances and change.
	A/I
	E

	· Ability to work as part of a team
	A/I
	E

	· Exceptional customer care skills
	A/I
	E

	· First class IT skills
	A/I
	E

	Additional Requirements
	Measure
	Rank

	· Sympathetic to the objectives of the wider service.
	A/I
	E

	· Willing to work flexibly in accordance with policies and procedures to meet the operational needs of the council 
	A/I
	E

	· Willing to undertake training and continuous professional development in connection with the post.
	A/I
	E

	· Work in accordance with the council's values and behaviours.
	I
	E

	· Able to undertake any travel in connection with the post.
	A/I
	E


