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Job Description 
Title:




Employer Engagement Officer





Summary/Purpose: 
Responsible for establishing, building and nurturing long term business relationships that generate new opportunities with new and existing employers to enable Itec to achieve its performance Targets. 
Reporting to:  


Area Manager  

Supervising: 



N/A
Duties and Responsibilities:

Specific
· Accountable for using a variety of sales, business development and marketing techniques in order to attract new business.

· Responsible for following up new business opportunities, arranging meetings, planning and preparing presentations 

· Responsible for the creation of business development and employer engagement plans and strategies.
· Responsible for working with and supporting the Employment Advisors in developing a caseload of employers focused on increasing job opportunities for our participants

· Responsible for influencing, negotiating and encouraging employers to use Itec’s Participants to fill their vacancies. 

· Working directly with key employers and recruitment agencies developing and building strong, sustainable partner relationships to ensure that Itec becomes the long term partner of choice
· Accountable for increasing Itec’s knowledge of employer needs by sector, the local labour market and how Itec can support them.
· Responsible for conducting market analysis, feedback and maintaining market and competitor knowledge 
· Responsible for maintaining commercial awareness of business opportunities arising in the local and national market and adopt a proactive approach to new business generation. 

· Responsible for planning and attending relevant networking events 

· Responsible for dealing with escalated complaints through to resolution 

· Work closely with the Marketing Executive to develop marketing strategies to generate new business and vacancy opportunities for our Employability Skills participants 

· Accountable for the appropriate and effective application of all HR policies, procedures and practices.

· Maintain knowledge and adherence to Work Based Learning Professional Standards, Education Workforce Code of Practice and company’s Code of Conduct.
General

· To ensure security of company assets 

· To comply with all company policies and procedures 

· To comply with the companies safeguarding policy & procedure 

· To comply with Equal Opportunities Legislation and be proactive in challenging prejudice, discrimination and stereotyping. 

· To implement in full the Company’s quality policies and procedures.

· To consult the Company Health and Safety Policy with regards to their specific responsibilities as described in the general arrangements section

· To give consideration to their actions at work as to how they may affect   the safety of Learners, clients and visitors to Company premises 

· Support organisations core values 

· Co-operate with all staff to achieve a healthy and safe workplace and reporting any risks identified, at the company’s or others premises, to the designated Health and Safety Officer.

· Other duties that may be identified from time to time by the Company.

· Attend relevant training / personal development programmes 

Person Specification

	
	Essential
	Desirable

	Experience & Qualifications
	Experience within Recruitment 

Experience of working with unemployed adults.

Experience of working in a target driven commercial environment 

Client relationship management 

Networking skills 

Experience of cold calling 

Presentation and report writing
Full driving licence with use of own vehicle
	

	Skills
	People Management 

Performance Management

Interpersonal skills 

Influencing and negotiating skills 

Strong Written & verbal Communication skills

Planning and organisational skills 

Well organised and structure approach to work 

Ability to work to deadlines and targets
	Ability to speak Welsh


	Knowledge 


	Good working knowledge of marketing principles

Safeguarding Knowledge and understanding 
	

	Characteristics


	Self-motivated, self starter.

Flexible in approach.

Ability to work under pressure 
Reliable
Enthusiastic
Team player 
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