	Job description

	
	

	Date prepared:
	August 2009

	
	

	Job title:
	Project Officer : Enterprising Eynesford (Temporary for 6 months)

	Operating unit:
	Business Support

	Name of job holder:
	

	
	

	Main purpose of job:
	

	To consult with micro businesses, SME’s (up to approx. 50 staff) and community groups in the Eynesford ward (Foulsham, Themelthorpe, Guestwick, Wood Dalling, Heydon, Salle and Cawston) of the Broadland district, with a view to identifying training needs and to develop and implement a training and support programme. 

	

	Position in organisation:

	Immediate supervisor:
	Staff
	

	Name:
	Hamish Melville
	Direct reports:
	0

	Title:
	Business Support and 
	Indirect supports:
	0

	
	Leisure Services Manager
	Total managed:
	0

	
	

	Main duties:

	A)
	To map and contact micro businesses, SME’s and community groups in the target area through various media and communications.


	B)
	To visit and consult micro businesses, SME’s and community groups at locations within the Eynesford ward.



	C)
	To identify, record and analyse the training needs of those organisations.



	D)
	To be involved in the marketing of the project and to maintain press and community contacts on behalf of the project.


	E)
	To evaluate training consultation responses throughout the contract.  



	F)
	To provide regular reporting including a 4th month report and a full evaluation report at the conclusion of the consultation with recommendations for delivering an 18 month training and support programme.



	G)
	To work closely with the project’s steering group and the business team to provide information at such intervals as required and to make presentations to the Broadland Community Partnership MAST as appropriate. 


	H)
	To maintain regular contact with training providers to ensure participants training needs are met.



	I)
	To manage all day to day tasks associated with the project.



	J)
	Any other reasonable duties to ensure the success of the project.


