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BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION QUESTIONNAIRE

JIN4384
	Job Title:

	Business & IP Centre Support Officer

	Reports to:

	Libraries Services Manager

	Department:
	Housing, Neighbourhoods and Communities

	Section:

	Libraries & Information Services 


Purpose of the Job

The Business & IP Centre Brighton & Hove supports start-up businesses and entrepreneurs across Brighton & Hove and Sussex to develop the insight, skills and confidence they need to start and grow successful businesses. 

The Business & IP Centre is part of a National Network of BIPCs who follow a programme and ethos developed by the Business & IP Centre at the British Library.
This Business & IP Centre Support Officer role sits within the Business & IP Centre team and helps to deliver services which enable entrepreneurs and SMEs from all walks of life to utilise the BIPC collections and resources, to set up and run a successful business.

The post supports the day-to-day delivery of core Business & IP Centre services including; providing a reception service to visitors and delivery partners to the centre, managing some room bookings for businesses, supporting in the efficient delivery of live and online events, answering basic enquiries about the services or passing them onto BIPC colleagues. The post will also coordinate fortnightly meetings to plan social media posts based on our social media strategy and will assist with creating a variety of content across selected channels. 
Principal Accountabilities

1. To welcome customers and delivery partners into the Business & IP Centre at Jubilee Library and to promote and explain the services and facilities so that customers understand how these can support them to start and grow a business.
2. To support customers in accessing the online business databases in the BIPC, giving an overview of the information on them, so that they can use this to help make business decisions. 
3. To provide event management support, online and in person to ensure smooth running of events and high customers satisfaction. 
4. To complete administrative tasks related to events and outreach, including entering events on Eventbrite, creation and distribution of events posters and the listing of events on partners websites 
5. To manage the bookings and promotion of a suite of BIPC rooms, ensuring the smooth running of these. 
6. To support the delivery of the BIPC social media strategy by creating and scheduling some of the content for social media channels to ensure customers understand why they could benefit from the BIPC service.
General Accountabilities

Equalities: 

To uphold and carry out the duties of the post with due regard to the City Council’s Inclusive Council Policy.

Health & Safety:

To co-operate in the implementation of the council Health and Safety policy

In particular: as set out in section 4.7 of the Health & Safety Policy:

· To take due care of their own health and safety and that of others, who may be affected by their acts and mistakes at work

· To use equipment according to instructions

· To ensure that they do not use facilities and equipment recklessly or interfere with the safe use of equipment, materials or systems

· To report any unsafe act, or condition, any accident or incident according to Health and Safety Policy

You will be required to undertake such other duties appropriate to the grade and character of the work as may reasonably be required of you.  Therefore, the list of duties in this job description should not be regarded as exclusive or exhaustive.

Your duties will be set out in this job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job. You will be consulted about any proposed changes. Significant permanent changes in duties and responsibilities will require agreed revisions to be made to this job description.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Business & IP Centre Support Officer

	Reports to:

	Libraries Services Manager

	Department:
	Housing, Neighbourhoods and Communities

	Section:

	Libraries & Information Services


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	Good general standard of literacy 

Proficient general IT skills including an understanding of social media


	Experience
	Basic understanding of customer focussed service provision needed when serving the public in a customer facing job, for example, libraries, retail, restaurant, or reception duties.


	Skills and Abilities
	Good people skills and the ability to deal with a diverse range of people

Ability to demonstrate an understanding of and an interest in supporting people who want to start or grow a business

An interest and desire to learn more about event management and marketing.
Ability to write engaging social media content including writing blogs
Ability to work well and support others in a team


Adaptable and flexible



	Equalities
	To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s Equalities Policy.


	Other Requirements
	Willing to attend training as required by the post.
The post holder is required to wear a name badge.

Willingness to work occasional early morning and late evening work and weekend work.
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