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Job Description

Job Title:



North London Chamber of Commerce and Enterprise Manager
Main Purpose of Job:  
To develop the Chamber as a centre of excellence for business growth in North London 
Relationships:

Reporting to Chief Executive
Based at/hours:

Enfield Business Centre and other locations as required (40hrs pw)
(this role will require evening and weekend work)

Contract: 


1yr Fixed Term with potential to extend the contract
Salary Band:


£35,000 per annum




Key Role and Responsibilities:
Responsible for the growth and expansion of the North London Chamber of Commerce and Enterprise (Chamber). The role will include recruitment of new members, ongoing development of new and existing services and expansion of activities into the surrounding areas including Haringey, Waltham Forest and Barnet. In addition, the role will manage the Let’s Go! Business Hub and incorporate the expansion of this service.
· Responsible for growing the Chamber membership through recruitment of new members and retention of existing ones;
· Representing the interests of members and the North London business community:

· Organising a monthly calendar of events, providing an opportunity for high level networking and introductions to take place; 
· Obtaining sponsorship for activities such as events, gala dinners and an Annual Business Conference;  
· Development of services for members such as the Green Business Sector Forum and  Apprenticeship Brokerage;   

· Line Managing the Hub Co-ordinator and responsible for the Let’s Go! Business Hub service;

· Responsible for meeting service and income targets to create a sustainable Chamber and Let’s Go! Business Hub;
· Working on the ERDF Inspiring Women Programme as required;

· Working with local partners including Local Authorities, Banks and FE Colleges; 

· Ensuring all marketing activity is aligned with Enterprise Enfield’s Marketing Strategy, by working with the Marketing Manager;

· Provide monthly updates to the CEO and attendance at Management Team Meetings;

· Provide formal quarterly reports to the CEO on delivery against profile;  

· Work as part of Enterprise Enfield’s Senior Management Team and support managers and staff to achieve the organisation’s overall aims and objectives;
· Ensure standards are maintained and progressed under the organisation’s Investors in People IP, Matrix and Customer First accreditations;
· Adherence to policies and procedures for Health and Safety, Quality Management and Equalities; ensuring they are embedded into the delivery of all services and activities;
· Follow procedures for proper use and care of equipment and materials under your responsibility;
· Pursue personal development of skills and knowledge necessary to perform the role effectively;

· Any other duties not specified here that are needed as part of the role.

Person Specification – North London Chamber of Commerce and Enterprise Manager


	Requirement:     E = Essential     D = Desirable 

Assessment via:     A = Application     I = Interview     
	E or

D
	A &/or

I

	Experience & Qualifications
	
	

	Management experience in a similar role 
	E
	A

	Strong sales background or experience of membership recruitment 
	E
	A

	Experience of delivering business to business services
	E
	A

	Commercial experience in the North London business area
	D
	A

	High level of IT literacy (competence in MS Office – Word, Excel, PowerPoint)
	E
	A

	Experience of running business events
	D
	A

	Prior industry experience in business support / regeneration sector
	D
	A

	Skills 
	
	

	Management and organisational skills including team leadership
	E
	A

	Solid problem solving, decision making and analytical capabilities
	E
	AI

	Expert negotiation skills 
	E
	AI

	The capacity to be influential and accessible
	E
	AI

	Excellent presentation and communication skills
	E
	AI

	Comprehensive knowledge about the industry and solid industry networks
	D
	AI

	Capacity to manage a heavy workload and juggle a number of competing priorities
	E
	A

	Personal
	
	

	Strong entrepreneurial skills, business acumen and ability to broker deals 
	E
	AI

	Ability to work as part of a team 
	E
	AI

	Willingness and ability to work in other areas of London as well as potentially outside the M25
	E
	I

	Willingness to work flexibly and potentially outside of normal working hours i.e. evenings and weekends
	E
	I

	Commitment to successfully deliver against quality and output targets 
	E
	I
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