	Profile Title:
	Senior Gateway Officer - Growth Hub 
	
[image: image2.png]City Region





	Reports to:
	Growth Hub Operations Manager 
	

	Employee Supervision:
	(at least) 2 Employees
	Grade:
	08
	Profile Ref:
	102445

	Purpose of the Post

	The Sheffield City Region (SCR) Growth Hub is a partnership between the Sheffield City Region LEP, the Combined Authority and Government. The aim of this initiative is to develop over the coming years, a ‘world class’ system of business support within the Sheffield City Region that:

· offers a consistent service across the SCR – ending the ‘postcode lottery’ of business support; 

· is business-centric, designed as a partnership between the public and private sectors in order to maximise quantum and quality of business support available to companies across the SCR;

· prioritises publically funded interventions on the basis of economic impact i.e. net additional growth and / or employment footprint;

· complements and never displaces the offer of the private sector. 

Responsible for providing a first-line of support to businesses within the SCR and taking a lead role in relation to the coordination and matching of Advisors to businesses requiring support from the Growth Hub. 
Demonstrate exceptional customer service at all times and undertake an initial ‘diagnosis’ function, collect management information and make an appropriate referral within the structure of the Hub.        



	Responsibilities

	· Maintain day to day coordination of Growth Hub Business Advisors, ensuring SCR businesses requiring assistance through the Gateway function of the Growth Hub are matched with the most appropriate Advisor available. 



	· Develop and maintain a skills matrix of all Growth Hub Business Advisors. 

	· Maintain routine contract management and compliance function of the Growth Hub Business Advisors. Develop and modify service specifications where and when required. 

· 

	· Undertake reviews of services provided by the Business Advisors including: performance management and quality assurance, continuous improvement and value for money.

· 

	· Providing an effective and professional 'gateway' service for start- ups and companies of all sizes looking to access business information and advice.

· 

	· Brokering and coordinating effective referrals, meetings and knowledge exchange between business customers and relevant services within the Growth Hub ‘offer’. 
· 

	· Provide information to respond to basic level or generic investment enquiries in support of the SCR Inward Investment Team – making referrals as appropriate.

· 

	· Keep abreast of local and national business support developments to ensure the Growth Hub Knowledge Bank is as up to date as possible.

· 

	· Coordination and Management of a team ensuring the Gateway is continually staffed during opening hours in order to provide a continual, uninterrupted and quality service to the business needs of the SCR.  

· 

	· Utilise the Growth Hub’s chosen CRM package and ensure record keeping of all business transactions are as proficient and comprehensive as possible. 

· 

	· Engaging in regular communication with clients or businesses more generally, through social media, promotional events and other channels as appropriate.

· 

	· Build and maintain excellent working relationships with key intermediary partners and Local Authority delivery teams.

	· Any other relevant duties and responsibilities as may arise.

	Qualifications / training
	Measure
	Rank

	· Level 4 qualification 
	A/C
	E

	· Relevant qualifications or experience in relation to providing business advice and guidance. 
	A/C
	D

	Relevant Experience
	Measure
	Rank

	· Experience in management of third party contracts and ensuring the delivery of projects/services to meet objectives.
	A/I
	E

	· Experience of delivering basic level advice and guidance to business ranging in both size and operational sectors. 
	A/I
	E

	· Evidential experience of successfully coordinating staff members to provide a high level service to members of the public and / or business community and associated stakeholders. 
	A/I
	E

	· Experience of building and maintaining productive relationships with stakeholders – both internally within, and external to the organisation.  
	A/I
	E

	· Experience of developing and managing systems to support the development and quality review of service provision. 
	A/I
	D

	· Experience of working in the public/private interface.
	A/I
	D

	General and Special Knowledge
	Measure
	Rank

	· Knowledge of partnership working practices and principles.
	A/I
	E

	· Knowledge of wider sources of business support and information.
	A/I
	E

	Skills and Abilities
	Measure
	Rank

	· High level/strong communication, negotiation and interpersonal skills with the ability to deal with a variety of internal and external stakeholders.
	A/I
	E

	· Good organisation and time management skills with the ability to work under pressure, prioritising workloads and work under own initiative to ensure deadlines are met.
	A/I
	E

	· Ability to adopt an effective approach to problem-solving, adapting to changes in circumstances or information.
	A/I
	E

	· Ability to work as part of a team and in partnership with others to deliver common goals.
	A/I
	E

	· Accurate and methodical in the preparation, presentation and storing of documentation/data/information.
	A/I
	E

	· Excellent interpersonal and networking skills; ability to get on with people at all levels.
	A/I
	D

	· Working proficient knowledge of Microsoft applications
	A/I
	E

	Additional Requirements
	Measure
	Rank

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

	· Commitment to continuous improvement and development.
	A/I
	E
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