    OUTLINE JOB DESCRIPTION

IDENTITY : 


Job Title:

LEGI Business Counsellor 



POSITION IN ORGANISATION:

Reports to (Job Title): 
Centre Manager

Directly supervises:
No supervisory responsibilities




MAIN PURPOSES OF JOB:

To proactively contact, support and mentor targeted disadvantaged and under-represented social groups across the Leeds District as detailed in the Enterprise@WORK contract, throughout their time on the LEGI programme ensuring action plans are implemented and regularly reviewed and updated in line with the progress made by the client and their changing needs.



KEY TASKS :

1.
To work closely with voluntary, community and partner organisations in trying to raise the awareness of 
self-employment to the target group clients.

2.
To provide individuals who have ambition for starting a business, with an understanding of self-
employment, the opportunities and risks and to help them to review their business ideas and assess the 
viability of their aspirations.

  3.
To understand and diagnose each client’s needs and identify appropriate solutions that will take the form      of a personal action plan. This plan will set out the key areas of development for the client and their potential business, detailing what specialist support is required and available through the LEGI programme and 
mainstream business support provision.    

4.
To help clients when ready in developing a business plan or refer them to mainstream/other personal 
support where appropriate and available. To be able to support clients who are potentially high growth.

5.
To manage all brokerage activities for the client e.g. introduction to banks, local enablers and 
intermediaries / other support as necessary.

6.
To maintain regular contact with the client and in doing so will keep up to date with the clients changing 
support needs and address these accordingly.

7. Inputting data on client activity into the Client Management System (RKS) within the prescribed quality standards.

8.
To respect and uphold the client’s confidentiality at all times.

9. 
To promote the LEGI Programme and associated partner and other third party provider’s products and 
services and influence groups and individuals to use such products and services.


10.
To take responsibility for own continuous professional development and to attend and contribute to any 
training courses as may be deemed appropriate by line management.

11.
Preparing reports/contributing to reports on business activity as required from time to time.

12.
Attending various team and local meetings as required.

13. 
Any other reasonable tasks the company may require to assist with operational efficiency.



KNOWLEDGE, SKILLS AND EXPERIENCE

Must have substantial general management and business knowledge - (may be developed from experience within a functional specialism or from having an understanding of business principles.)  Experience of running their own business or held a suitably senior position within business. An understanding of the LEGI Programme and the local Business Support Network and some knowledge of business information sources – (training will be provided). A good understanding of issues affecting SME’s starting up and in the early stages of growth and the nature of the people who run them. Understand the reasons for business failure and methods of preventing failure. Understanding the major functions involved in running a small business and the needs of owner managers. Ability to create confidence and trust in clients. Ability to support businesses who are identified as having the potential for high growth.  The jobholder must be successfully accredited or be willing to work towards the appropriate Units of Competence set out in the SFEDI National Standards of Professional Competence for Business Support. 

Must have an understanding of the life issues that face the LEGI target groups (disadvantaged and under-represented social groups such as; ethnic minorities/ women entrepreneurs/ under 30’s/ over 50’s/ the disabled, disaffected white British communities/ migrant population) and with particular cultural and practical knowledge that will help individuals identify and plan to overcome the barriers they face. Proven experience of working with multiple organisations to deliver business support / outreach services. Experience of business counselling and developing business plans. Flexible ,self-sufficient and possess good teamwork and organisational skills. Have excellent customer service and interpersonal skills together with report writing skills and be IT literate (Microsoft Office and client management databases).  



COMPLEXITY AND CREATIVITY - PROBLEM SOLVING

Knowledge and understanding of applying analytical and diagnostic skills in assisting individuals to start-up in business. Ability to identify the development potential of trading businesses less than a year old. To work intensively with individual businesses from disadvantaged and under-represented social groups in the Bradford District. Ability to identify and prioritise business needs and suggest a range of appropriate solutions. The ability to help individuals to help themselves without creating dependence. To effectively manage referrals both internally and externally to service providers as well as managing and using management information. The job involves maintaining effective relationships within the team and externally.



JUDGEMENTS & DECISIONS - ADVICE


The jobholder is free to work within the job parameters and works mainly unsupervised.  Free to organise and manage personal effectiveness, achievement of targets, product knowledge and Continual Professional Development. Generally makes own judgements and decisions on all aspects of work whilst keeping Line Manager informed. 

  Assess individual skills and aptitudes of clients and provide honest counselling and advice based upon previous experience and similar business situations. Act as a broker for appropriate support services and facilitate access to these services.  Experience of organisational development and change and data available on what product/services are on offer both internally and externally to the organisations.

CONTACTS & COMMUNICATION


High personal external profile – especially with local communities, businesses, partners, intermediaries, and third party service providers. The need to network is essential and good relationships will need to be created and maintained with those support agencies and commercial organisations operating within the local enterprise support network in the areas of premises, funding, marketing expertise, training, management development etc.  Essential to establish a good rapport with potential/actual business owners and must always demonstrate a quick and effective response and be reliable.  Provision of management information and performance statistics as required.  


Internal contact is mainly with other Business Counsellors working on the Programme, mainstream Business Advisers, support staff,. Line Manager and Senior Management.



SPECIAL FEATURES


Empathy with client group.

To have a willingness to work hours that meet the client’s needs e.g. early breakfast meetings and early evening meetings.
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