OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title:  Senior Investment Officer (Digital Sector Lead)


	Directorate:  Economy, Skills and Neighbourhoods
	Division/Section: Business Growth and Investment

	Grade:           8               




	Job Purpose:

To be responsible for the growth and development of the digital sector in Oldham.
This post will play a leading role in implementing the Borough’s Business and Investment Strategy which aims to encourage business start-up, growth and investment in the Borough through a competitive business support offer and effective business and partner engagement. 
This post will also be responsible for supporting the growth of the Borough’s digital assets including Hack Oldham and the Wayra Open Future North programme.  



	Key Tasks:

To manage the development and growth of the digital sector in the Borough.

To support the growth and development of the Borough’s digital assets.

To account manage a case load of digital businesses and ensure that they are connected to the advice and support they require to grow.

To actively identify, engage with and support digital businesses in the Borough that could benefit from growth advice and business support programmes.   

To develop effective working relationships with digital businesses to facilitate their growth in the Borough ensuring that support offered and received is appropriate and beneficial. 

To develop effective working relationships with internal and external partners to ensure that the Oldham offer is maximised and communicated effectively.

To help promote the Oldham business support offer and successes through appropriate channels such as meetings, events, social media, website etc. 

To help market the Borough as a place to invest and do business.

To encourage inward investment in the Borough by supporting digital businesses with their property and wider support needs.




	Standard Duties:

1. To actively promote the equalities and diversity agenda in the workplace and in service delivery.

2. To be familiar with customer care and health and safety polices of the Council/ Directorate.

3. To participate in self-improvement in performance through workplace development.

4. Undertake any additional duties commensurate with the grade of the post.




	Contacts:

Elected Members

Officers of the Neighbourhoods Directorate
Officers from other Directorates and local authorities

Representatives of Government departments and other agencies

Businesses, voluntary/community groups, and residents 

Partner agencies




	Relationship To Other Posts In The Department:

Responsible to: Principal Investment Officer

Responsible for: Apprentices and Trainees within the service



	Special Conditions:




	
	DATE
	NAME
	POST TITLE

	Prepared
	8th Nov 2018
	Louise Slater
	Principal Investment Officer

	Reviewed
	     
	     
	     

	Reviewed
	     
	     
	     


OLDHAM COUNCIL

PERSON SPECIFICATION

                          Job Title: Senior Investment Officer (Digital Sector Lead)
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	
	
	
	Essential
	Desirable

	Education & Qualifications


	A business or economics degree or equivalent qualification    
	Membership of a professional body involved in the Regeneration / Economic Development sector
	Application form and Interview


	Application form and Interview



	Experience


	Successful experience of developing and implementing economic development strategy.
Experience in the development and management of business support programmes.

Experience of managing partnership activity to achieve shared outcomes.

Experience of giving advice and guidance tailored to the situation and appropriate to the relevant audience 

Experience of organising and managing events.

Experience of supporting the implementation of marketing and PR activity.   

Experience in the preparation of presentation documents both on paper and utilising multimedia


	Experience of working, and delivering projects, in one of more of the following:
· Regeneration

· Economic Development

· Business Liaison/ Engagement


	Application form and Interview


	Application form and Interview



	Skills & Abilities


	Ability to support and manage team members, delivery partners and stakeholders.

Ability to manage and deliver high impact outcomes

Excellent organisational skills, with the ability to prioritise and work under pressure and to deadlines

Developed communication and interpersonal skills to build strong relationships, compose and write correspondence, reports, presentations and other documents appropriate to the intended audience

Initiative to work proactively to solve a range of problems and plan activities to utilise effectively the resources allocated to the service

Analytical skills to investigate and interpret complex information and evaluate information to determine risk and make recommendations for future action


	
	Application form and Interview
	

	Knowledge


	Knowledge and experience of working with the digital sector.

An understanding of the benefits and challenges of Oldham as a business location, particularly for digital businesses. 

Knowledge of the economy and skills landscape and Public Sector Reform.

Knowledge of implementing management processes and systems

Knowledge of the types of activities undertaken within local government to provide a range of different services for its customers and an understanding of the pressures and challenges on local authorities in delivering them.


	
	Application form and Interview


	

	Work Circumstance


	Working out of normal office hours and travel outside the Borough will be an occasional requirement of the post.

The post holder will be expected to work from any of the Council Offices delivering the service.

To participate in training both as trainee and trainer as appropriate.


	
	Application form and Interview

Application form and Interview

Application form and Interview


	


NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview.

