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Job Description


Post title: Business Development and Partnerships Officer
Date last updated/evaluated: January 2025
Author: Jeni Giambona
School / Department:			Southampton Business School
Faculty / Directorate:			Faculty of Social Sciences
Job Family:				Management, Specialist and Administrative (MSA)
Grade:					Level 4
ERE Pathway (if applicable):		Not applicable
Post reporting to:			Jeni Giambona
Post line report(s):			MBA Manager
Post base location:			Campus : 

Job purpose: 	To support the University of Southampton Business School’s Associate Dean for Knowledge Exchange and Enterprise (AD KEE) in leading the strategic development of the School’s business-interface and partnerships agenda, through initiating, establishing and promoting a range of collaborations to show impact, develop and promote Executive Education / CPD programmes, as well as a whole host of knowledge exchange and enterprise activities, and generate additional revenue.
Key accountabilities and indicative time allocation:
1. 40%
Apply a full understanding of external engagement, business development and partnerships creation to establish relationships with key businesses, maintaining a high level of customer service. This will involve supporting engagement activities (e.g., events), visiting businesses, briefing clients and representing the School in relevant meetings as well as facilitating the day-to-day operations for the AD KEE. Identify further clients to be visited. Maintain School-wide knowledge of the School’s business relationships.
2. 20%
Manage and deliver the development and promotion of Executive Education / CPD offered by the School on a commercial basis to clients and customers external to the University. In particular, initiate and co-ordinate non-accredited short courses for the School, including via newsletters and dissemination materials / website as agreed. Develop and coordinate communications, both internal and external, as appropriate and agreed.


3. 10%
Manage and deliver the generation, design and implementation of original ideas for a range of enterprise activities and partnership arrangements with external bodies and commercial entities, including for Exec Ed / CPD. Analyse, evaluate and interpret specialised information, data or concepts. Identify gaps in understanding, and sources of information to fill these. Identify themes, consider implications and propose or develop solutions as appropriate is relation to KEE activities.
4. 10%
Instigate, manage and organise interactions with the business community, covering a wide variety of activities such as conferences, seminars and master classes. Engage regionally, nationally and internationally with institutions and bodies and represent the School on working groups and committees as agreed with the line manager to promote best practice and create network opportunities.
5. 5%
Initiate and champion means by which to embed the external business-relationship and partnership culture in the curriculum, in order to grow and sustain the interaction between academic and external activities and in furtherance of students fulfilling criteria for achieving graduate attributes.
6. 5%
Prepare and deliver briefings, presentations, written reports, newsletter etc. for a range of audiences. Monitor and maintain appropriate records and reports, including financials, to meet internal and external requirements (e.g., management information, audit reports, service level agreements, key performance indicators).
7. 5%
Line manage the MBA Manager. Plan and prioritise short and medium-term work, monitor progress, conduct appraisals, formulate development plans and provide advice, guidance and coaching as required. 
8. 5%
Any other duties as allocated by the line manager following consultation with the post holder.

Internal and external relationships:
Day-to day liaison with the USBS AD KEE (Line Manager), Enterprise Fellows and the wider school.
Liaison with corporate clients, government agencies and external partnership organisations.
Liaison with all members of academic staff.
Frequent liaison with the FOS team within the School, and the Marketing function, Web Team and iSolutions within the University.
Liaison with the CPD Hub. 
Links with staff across the University at all levels.

Special requirements:
Non-standard hours will be required at times, including evening events and some Saturdays / weekends.



Person Specification – Skills and Competencies
[bookmark: _Hlk187230474]All essential and desirable criteria outlined in this Person Specification will be assessed through a combination of recruitment application and CV, and where applicable numerical or written assessment.
Knowledge, Experience and Qualifications
Essential
· Substantial and authoritative practical knowledge and experience in the required operational discipline, supported by general theoretical understanding. 
· The required level of knowledge and understanding will normally have been gained through some or all of the following: 
· Considerable work experience 
· Vocational training 
· Formal qualification(s) equivalent to Level 5 or 6 of the Regulated Qualifications Framework e.g. foundation degree or degree with honours, or Level 5 or 6 award, certificate, diploma, NVQ. 
· Broad experience of forging and sustaining partnership working with commercial and public sector bodies.
· Experience of planning and facilitating new educational partnership initiatives
· Sound grasp of business, legal and financial considerations required to develop and sustain successful enterprise and partnership activities
· Experience of conveying complex information in a non-technical language in a variety of media
· Experience of using Canva or similar graphic design tools
Desirable
· Experience in commercial business and managing significant projects
· Broad understanding and knowledge of the Higher Education context
· Experience of planning and delivering business targets effectively to deadlines and within budget

Teamwork and Communication
Essential
· Delegates and/or collaborates effectively, understanding the strengths and weaknesses of colleagues.
· Works proactively with colleagues and other stakeholders, within and beyond the University, to achieve outcomes.
· Communicates effectively to develop understanding and achieve cooperation.
· Provides clear specialist advice, guidance and recommendations on complex issues.
· Able to proactively work with colleagues to implement plans and achieve outcomes.
· The ability to communicate effectively with staff, students and external contacts, to persuade and influence to develop relationships and to represent the School at events
· Able to use influencing and negotiating skills to develop understanding and gain co-operation.  
Desirable
· Experience of successfully managing and developing staff.
· Able to formulate development plans for own staff to meet required skills.
· Able to delegate effectively, understanding the strengths and weaknesses of team members to build effective teamwork.

Planning, Organisation and Resource Management
Essential
· Plans and progresses a range of work activities within broad professional guidelines and established University policies and procedures.
· Formulates development plans to meet current skill requirements.
· To be a self-starter and manage own workload to meet deadlines
· Ability to plan and develop a range of high-quality business-development and partnership activities ensuring such plans complement overall strategic direction

Problem Solving and Initiative
Essential
· Develops detailed understanding of long-standing and/or complex problems and applies professional knowledge and experience to resolve them.
· Demonstrates an awareness of principles and trends in a professional or specialist field and awareness of how this affects activities in the University.




Job Hazard Assessment
A full health clearance is required for this role where any hazards marked “^”, using the agreed Occupational Health referral template available from here. Where a full health clearance is required, this will apply to all role holders, including existing members of staff.
Physical Environment
[bookmark: _Hlk181968470]Working outside ^							Not applicable
Exposure to noise levels >80dbA ^					Not applicable
Working with dust or fumes ^						Not applicable
Working with skin irritants ^						Not applicable
Working with chemicals (industrial or cleaning) ^			Not applicable
Working in a confined space ^					Not applicable
Working at height ^							Not applicable
Working with sewage ^						Not applicable
Contact with cytotoxins ^						Not applicable
Exposure Prone Procedure (EPP) work ^				Not applicable
Contact with clinical specimens or pathology work ^		Not applicable
Direct patient care or patient contact					Not applicable
Exposure to temperature extremes					Not applicable
Frequent hand washing						Not applicable
Ionising radiation							Not applicable

Psychological and Social Environment
Working shifts ^							Not applicable
Working nights ^							Not applicable
Lone working								Not applicable
Working with children							Not applicable
Exposure to persons with challenging behaviour			Not applicable
Working with larger groups						Not applicable

Equipment, Tools and Machines
Working with vibrating machinery or tools ^				Not applicable
Driving duties e.g. LGV, PCVs, forklift trucks ^			Not applicable
Food handling								Not applicable
Contact with latex							Not applicable

Physical Abilities
Prolonged physical movements or actions e.g. walking ^		Not applicable
Prolonged Standing or Sitting	 ^					Not applicable
Moving or handling heavy loads ^					Not applicable
Repetitive pulling or pushing ^					Not applicable
Repetitive climbing (steps, stools, ladders, stairs) ^			Not applicable
Repetitive crouching, kneeling or stooping				Not applicable
Repetitive lifting							Not applicable
Fine motor grips (e.g. pipetting)					Not applicable
Repetitive reaching below shoulder height				Not applicable
Repetitive reaching at shoulder height				Not applicable
Repetitive reaching above shoulder height				Not applicable
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