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BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION QUESTIONNAIRE

	Job Title:

	Business & IP Information Specialist

	Reports to:

	Libraries Services Manager

	Department:
	Housing, Neighbourhoods and Communities

	Section:

	Libraries & Information Services

	Date written:
	21/09/2020


Purpose of the Job

The Business & IP Centre (BIPC) 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. 

This Business Information Specialist role will sit within the Business & IP Centre team and will help to deliver a portfolio of 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 will support the day-to-day delivery of core Business & IP Centre services, including the delivery of workshops, webinars and events, one-to-one clinics (both face-to-face and online), and responding to business information and intellectual property enquiries from customers.  

Principal Accountabilities

1. To deliver workshops and one-to-ones, both in person and online and to provide guidance to entrepreneurs and SMEs about how to use the Business & IP Centre’s resources, to enable them to start or grow their business. (30%)
2. To deliver frontline face-to-face reference services in the main BIPC and to answer remote enquiries received by email, phone or other means to meet agreed service standards. (20%)

3. To deliver practical intellectual property (IP) support on Trade Marks, registered designs, copyright and patents to support businesses in protecting their business ideas and ensuring they are not infringing others’ IP rights. (20%)
4. To contribute to the strategic and sustainable development of the Business & IP Centre by identifying new product/service ideas and funding opportunities and supporting promotional initiatives.(10%)
5. To ensure Library Coordinators are upskilled in using the resources and answering BIPC enquiries and that frontline Library Officers have an awareness of the resources. (5%)
6. To support delivery of activities in partner libraries involved in the ‘hub and spoke’ rollout of the Business & IP Centre’s services. This will involve upskilling frontline staff in partner libraries on the use of specialist business collections, and how to deliver a business information reference service to aspiring entrepreneurs, self-employed people or small business owners.(5%)
7. To monitor and ensure optimal usage of the business databases. This will involve working collaboratively with the BIPC Marketing & Events Coordinator to adjust marketing content, frequency and targeting ensuring partners and entrepreneurs are aware of the resources and how to access them.(5%)
8. To help identify case studies that represent the diverse audience groups and to promote the BIPC internally and externally to ensure continued awareness and usage of BIPC services.(5%)
General Accountabilities

Health & Safety
To ensure all operations in their areas of responsibility are conducted according to the provisions of the Health and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 1999 and all relevant legislation and council policy.

In particular: as set out in Section 4 of the Council’s Health and Safety Policy, and within their area of responsibility:

· To maintain awareness of current Health & Safety legislation and ensure that all employees understand and comply with Health and Safety Policy; that they are informed, trained and supervised to safeguard their own and others welfare and safety

· To carry out risk assessments and ensure implementation of and adherence to safe systems of working practice

· To report and investigate accidents or incidents promptly, implementing recommended action for improvements to safe working practice

· To ensure that safe premises, equipment and working environments are maintained

Equalities

To develop practices within the directorate/division that uphold and develop the principles of the City Council’s Inclusive Council Policy in relation to staff and to service provision.

To work within and actively promote the City Council’s Inclusive Council Policy in relation to service delivery and staff management.

Your duties will be as set out in the above 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.

The list of duties in the job description should not be regarded as exclusive or exhaustive. 

There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Business & IP Information Specialist

	Reports to:

	Libraries Services Manager

	Department:
	Housing, Neighbourhoods and Communities

	Section:

	Libraries & Information Services

	Date written:
	21/09/2020


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· Educated to NFQ Level 3 or equivalent in relevant subject 
· A working knowledge of business information resources and/or intellectual property.   
· Knowledge of public library services including information service provision

· Understanding of issues related to supporting people of all ages with additional needs and from differing cultural backgrounds

· A positive attitude to acquiring new knowledge and skills including gaining the IP Masterclass Certificate from the IPO (3 day training course) 
· A willingness to work outside own area if necessary
· Awareness of current Health & Safety legislation and a knowledge of Health and Safety Management Systems

	Experience
	· Experience and/or training in providing business advice within an enterprise support environment.

· Good reference/ enquiry-handling skills and an understanding of reference work gained from experience in a public-facing environment and/or professional training.  

· A broad awareness of the enterprise and business support infrastructure in the UK and local region and Brighton & Hove City and surrounding area, and the position which the BIPC occupies within this.
· Experience of training and/or supervising staff or volunteers to ensure delivery of good customer service


	Skills and Abilities
	· Excellent communication and interpersonal skills, both verbal and written. An ability to engage effectively with customers from differing cultural backgrounds and sometimes with additional needs in one-to-one and workshop situations as well as remotely.
· Proactive approach to customer service, keeping aware of and responding to customers’ changing needs, changes in information service provision, and the changing demands of the library’s business. 
· Good IT skills and the ability to search effectively for information using internal and external electronic resources as well as traditional hard copy material. 

· Ability to prioritise work and deliver to deadlines and to agreed standards.  

· Aptitude to work well as a member of a team, to make a positive contribution to the work of the library-wide service and to form co-operative working relationships with colleagues from other areas of service and other organisations 
· Ability to understand the information needs of users, both on-site visitors and those accessing the library’s services remotely, by careful listening, helpful questioning and application of knowledge of specialist resources.

· Interest in and desire to support entrepreneurs and small and medium-sized enterprises of diverse backgrounds.

· Ability to present sometimes complex business information databases to groups of people including colleagues, partner organisations and entrepreneurs at all levels. The information must be presented in an engaging and clear manner.

· Pleasant and open manner, with good people skills and the confidence to deal with entrepreneurs, business partners, stakeholders and the general public.
· Ability to produce reports and statistical information
· Ability to make own decisions, act on initiative and solve problems creatively


	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
	· Post holder is required to wear a name badge.
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