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OPEN COLLEGE NETWORK NORTHERN IRELAND
‘Our Mission is to develop and award qualifications which engage, enrich and equip learners for life.’ 
	JOB TITLE: 


	Business Development Administrator

	RESPONSIBLE TO THE POSITION OF:


	Qualifications and Innovation Manager


	CONTEXT
The Open College Network Northern Ireland (OCN NI) is a UK recognised Awarding Body based in Northern Ireland. We are regulated by CCEA Regulation to develop and award regulated professional and technical (vocational) qualifications from Entry Level up to and including Level 5 across all sector areas.  In addition, OCN NI are also regulated by Ofqual to award similar qualifications in England.



	PRIMARY PURPOSE OF THE JOB-: The Business Development Administrator will be responsible for providing support to both existing and new OCN NI centres across our qualifications and services.  Additionally, you will assist both the business development team and the qualification development team with administrative activities in relation to qualification development, marketing and sales.


	MAIN AREAS  OF RESPONSIBILTY:
	KEY RESPONSIBILTIES-:



	Regulation 
	· Ensure familiarisation with and discharge all duties in line with the relevant ‘Conditions of Regulation’ as set by the Qualifications Regulators.

	Customer Service

Business development support
Qualifications Development Support


	· Maintain all internal and external service standards to meet customer requirements.
· Provide a general telephone advice and guidance service to all Centres including but not limited to;

· explaining the difference between regulated, non-regulated and national qualifications,

· setting up qualifications,

· setting up courses

· explaining units descriptors and structures of qualifications and what units and credits are,

· explaining how to select appropriate qualifications and units 

· unit writing, 

· policies and procedures, 

· standardisation events,

· fee structures and invoice queries, 

· using relevant management information systems/databases and the OCN NI website,

· dealing with all potential new centre enquiries and advising on how to complete application process.

· Advise Centres on the training services available to them, for example, assessor training, internal verifier training etc
· Provide an administrative support service to the Business Development team in relation to OCN NI qualifications including:-
· Preparing supporting information and marketing materials for qualifications and courses

· Collating relevant information for the Business Development Executives
· Update Quartz database with key information as required

· Assist the Senior Qualifications Development Officer with duties relating to the accurate recording of qualification and unit information on the Register of Regulatory Qualifications.
· Support the Business Development team in relation to qualification development, qualification specifications, unit maintenance for new and existing OCN NI qualifications.

· Organise, attend and take minutes for the Business Development team and disseminate minutes as and when required.
· Editing and proof-reading curriculum and learning resources 

	Internal Relationships
	· Attend and contribute to Business Development team meetings producing reports and up to date information on qualification development, centre enquiries and other information as required.
· Support colleagues in the use of relevant management information systems/databases etc as required.

	Financial Management
	· Liaise with internal departments as necessary to be able to answer external queries in a timely and informed manner.

	Reporting 
	· Support the Business Development Support Officer to produce centre activity reports, registration reports, certification reports and new centre enquiry reports for line manager, Business Development team/Board and others as required

· Work with the Senior Qualifications Development Officer to produce reports for the Director of Business Development, Ofqual, DEL and other relevant agencies as required.

	Management of Other Resources:
	· Ensure that all databases are accurately updated and enable the reporting of key business information in relation to all business development activities.

	Health & Safety:



	· Be aware of the Health and Safety Regulations applicable to the working environment and adhere to same.

	Quality Management System 
	· Ensure compliance with the Company’s Quality Management System and IS0 9001 requirements.

	Other:



	· Undertake such training and personal development that is identified by OCN NI through its annual review to ensure your own personal CPD remains current.
· Undertake and assist on other ad hoc projects as and when required.

· Other duties as required by the organisation
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	Personnel Specification
	Business Development Administrator



	Essential 

Qualifications & Experience
	· A minimum of 5 GCSE’s at Grade C to include English Language and Mathematics or above or equivalent vocationally related qualification/s (this may include Level 2 Essential Skills)
· A minimum of 2 years’ relevant work experience in a clerical/administrative office environment to include the following:
- Experience of carrying out a range of clerical duties including:
- Maintaining databases and spreadsheets
- Producing general correspondence
- Experience of providing clerical/secretarial assistance in line with organisational procedures
- Dealing with customer queries

· The ability to use a wide range of IT packages in a working environment and up to date knowledge of using Microsoft Office (e.g. Word; Excel; Outlook, Internet) along with a working knowledge of using a CRM. 

· Strong organisational/administration skills with the ability to plan and prioritise tasks with attention to detail in line with required timeframes. 
· Excellent communication (written and oral) and interpersonal skills with a strong customer awareness and focus. 
· Ability to work on own initiative and as part of a team. 
· Flexible, willing to adapt to new tasks and duties. 
· Organised, methodical approach to work.


	Desirable 

Qualifications & Experience

	· A Level 3 qualification in Business Administration or similar subject area

· Five years relevant work experience in a clerical/administrative office environment 
· Proven customer relationship management
· Experience of working in an awarding body or examinations environment




