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[bookmark: _Toc489434380]START & SUSTAIN ADVISER
JOB DESCRIPTION AND PERSON SPECIFICATION

Contract: Permanent, full time (35 hours per week). Part time also considered at a minimum of 21 hours (3 days) per week
Based at: Nottingham with agile working – Operates in the community at least 60% of the working week delivering one-to-one surgeries and client appointments
Salary: £40,000 to £42,500 per annum (dependent on qualifications and experience). Pro rata for part time

This post is funded through the East Midlands Combined County Authority (EMCCA) Start and Sustain contract until 30 June 2028. Funding to extend the project may be secured.

1. 	MAIN PURPOSE OF THE ROLE

Provide intensive one-to-one support to aspiring entrepreneurs, start-ups and businesses trading for less than two years, helping them establish, sustain and grow successful businesses. 

Using GrowthCanvas as a core diagnostic and business planning tool, assess business needs, opportunities, risks and growth potential, developing tailored Business Plans or Action Plans with clear objectives, milestones and measurable outcomes. 

Maintain ongoing account management relationships with clients, delivering regular reviews, progress monitoring and proactive interventions to support business survival, improve performance and drive continuous development.

Operate as part of the broader EMCCA business support ecosystem to ensure all clients are connected to the Growth Hub to access workshops, specialist guidance and ongoing development opportunities. 

Prepare businesses demonstrating notable growth potential for progression into the Growth Hub Adviser Service, ensuring sustained and targeted growth support.

Success in the role will be measured through defined Start & Sustain key performance indicators detailed at Section 5. 

2. 	POSITION IN ORGANISATION

· Reports to the Senior Business Adviser.
· Day-to-day liaison with the Growth Hub team, local authority economic development teams and the wider business support ecosystem. 

3. 	DUTIES AND KEY RESPONSIBILITIES

Client acquisition, business advice and action planning:

· Proactively generate and manage a pipeline of clients through CRM analysis, networking, referrals and business engagement activity across the contract geography
· Provide tailored advice and support to aspiring entrepreneurs, pre-start individuals, and businesses trading for less than two years in community surgeries or on-site, based on referrals from the Frontline Start and Sustain Adviser
· Undertake structured diagnostics using GrowthCanvas and other approved tools to assess business viability, support needs, risks, opportunities and growth potential
· Develop and maintain a tailored Business Plan or Action Plan for every client, setting out clear objectives, milestones, actions and measurable outcomes
· Provide practical business advice, coaching and mentoring covering business planning, market validation, financial forecasting, sales and marketing, legal and regulatory requirements, digital adoption, productivity improvement and business resilience
· Support businesses to access funding and finance opportunities, including funding applications, business cases, financial forecasting and investment readiness activities.

Account management, business survival and growth support:

· Manage a portfolio of clients from initial engagement through to programme completion, acting as the primary relationship manager throughout the customer journey
· Deliver regular reviews, progress monitoring and ongoing account management support to maximise business survival, sustainability and achievement of agreed outcomes
· Identify risks, challenges and barriers to growth, implementing appropriate interventions and support strategies
· Use diagnostic reviews, business performance data and insight to identify businesses with growth and scale-up potential
· Develop Growth Action Plans and provide enhanced support to businesses seeking to increase productivity, adopt technology, access finance, secure investment and enter new markets.

Partnership working and referral management:

· Ensure all eligible clients are connected to the EMCCA Growth Hub and wider business support ecosystem to access specialist advice, events, programmes and development opportunities
· Broker access to regional and national support programmes, sector specialists and external partners where additional expertise is required
· Work collaboratively with Growth Hub Advisers and partner organisations to ensure seamless customer journeys and effective progression of growth-ready businesses into specialist support services.

Performance, compliance and service excellence:

· Achieve agreed contractual targets, KPIs, quality standards and customer satisfaction measures
· Maintain accurate and timely records within CRM and monitoring systems, ensuring all activity, outputs, outcomes and supporting evidence are fully compliant with EMCCA funding and audit requirements
· Collect and evidence programme outcomes and business impacts arising from Adviser interventions
· Contribute to quality assurance, continuous improvement and the ongoing development of the Start & Sustain service
· Comply with all Chamber policies, procedures, GDPR, information governance and contract management requirements
· Any other reasonable duties.

4. 	PERSON SPECIFICATION  

	Knowledge 
· Knowledge of the challenges faced by businesses during the first two years of trading. 
· Strong understanding of: 
· Business planning and business model development
· Business diagnostics and action planning
· Cashflow management, financial forecasting and pricing strategies
· Sales, marketing and customer acquisition
· Business resilience and sustainability planning
· Access to finance and funding application processes
· Technology adoption, digital transformation and productivity improvement.
· Knowledge of the regional and national business ecosystem and the role of the Growth Hub.
· Excellent communication, coaching and interpersonal skills.
· Strong relationship management and account management capability.
· Ability to build rapport quickly and inspire confidence with business owners and entrepreneurs.
· Strong analytical and problem-solving skills.
· Ability to identify businesses with scale-up potential and develop appropriate support plans.
· Proficiency in Microsoft Office applications and CRM systems.

	Qualifications
· Business advice accreditation (ie SFEDI Level 3, 5 or 7) or equivalent professional experience.

	Experience & Skills 
· Demonstrable experience providing one-to-one business advice and growth support to SMEs.
· Experience undertaking business diagnostics and developing tailored Growth Action Plans. 
· Experience supporting businesses to improve productivity, profitability and growth performance. 
· Experience supporting businesses with investment readiness and access to finance. 
· Experience managing a portfolio of clients and delivering ongoing account management support. 
· Experience identifying growth opportunities and implementing business improvement interventions. 
· Experience using CRM systems and management information systems. 
· Experience engaging businesses at owner, senior management and board level. 
· Strong coaching, mentoring and facilitation skills. 
· Excellent presentation, networking and stakeholder engagement skills. 
· Ability to manage competing priorities and work effectively on own initiative.

	Personal Attributes
· Passionate about helping businesses grow and succeed. 
· Proactive, self-motivated and results-focused. 
· Customer-focused, professional and approachable. 
· Commercially aware and highly credible with business leaders. 
· Confident, resilient and solutions-oriented. 
· Strong organisational and time-management skills. 
· Adaptable and responsive to changing business needs. 
· Collaborative team player who can also work independently. 
· Demonstrates professionalism, integrity, tact and discretion. 
· Reliable, accountable and focused on delivering measurable outcomes. 
· Committed to continuous learning and professional development. 
· Full driving licence (able to drive in the UK for business purposes).
· Access to own transport and willing to travel extensively within the geography. 
· Able to work flexibly to meet business needs. 
· Prepared to work flexibly in terms of working hours.



5.	ANY OTHER INFORMATION

Achieve minimum delivery and customer satisfaction standards and contribute toward the achievement of the following Key Performance Indicators:

· Enterprise readiness, new business starts and business survival outcomes
· Completion of GrowthCanvas diagnostics and Business Plans/Action Plans
· Business Plan reviews, account management activity and businesses identified with scale potential
· Improved productivity, increased turnover and sales opportunities
· Job creation and safeguarding
· Adoption of technology, digital tools and AI-enabled solutions
· Access to finance secured and/or business investment achieved
· New products, services or processes introduced
· Businesses successfully transitioned into Growth Hub Adviser support and ecosystem.

This role is eligible to participate in the Chamber’s agile working policy.


Employee name: _________________________ 


Employee signature: ______________________


Date signed: ________________
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