
PERSON SPECIFICATION 
 
 

JOB TITLE: Business Advisor 

  
RESPONSIBLE TO: Innovation Manager 

  
RESPONSIBLE FOR: No subordinate Staff 

 

 

Criteria Essential Desirable 

Qualifications 

First degree or equivalent qualification 
in business or management    

    Training/Coaching qualification   

    Sales and/or Marketing qualification   

Experience 

Extensive experience in employer 
engagement   

Experience in recruiting and working 
with minority groups such as special 
education needs (SEN), armed forces or 

ex-offenders  

  

    Experience in partnership working with     

    employers and other third party  
    stakeholders  

  

    Experience in training and development  
    that ensures that the product meets the   

    needs and interests of all parties.  
  

   Evidence of developing and creating  

   resources to fit the client's brief    

Evidence of commercial acumen, 

professionalism, and a proven track 
record in ‘winning’ business through 
pitching to employers 

  

Experience of working within the Further 
or Higher Education sector    

Experience working in a target-driven 
recruitment environment   

Experience in liaising and supporting 
managers & staff at all levels    



General Skills 

Excellent working knowledge of Microsoft 
Office applications    

Proficient at using common social media 
applications    

Experience and knowledge of using 
database systems for recording client 

relationship management (CRM), 
progress against targets and for 
producing reports 

  

Ability to understand and calculate 
costings to support employer funding 

payments and income targets 
  

Excellent communication skills, both oral 

and written.   

Ability to prioritise and organise own 

responsibilities working with detailed 
accuracy and speed effectively  

  

Excellent telephone manner   

Awareness of Health & Safety & 

safeguarding requirements   

Personal Qualities 

Enthusiasm for and commitment to 

growing employer, and learner 
engagement activity associated with the 

project 

  

High level of tact and diplomacy with the 

ability to trouble shoot and deal with 
difficult situations.  

  

Excellent interpersonal skills   

Committed to stakeholder satisfaction 

and client success, supporting them to 
achieve their full potential. 

  

General 

Presentable and professional at all times   

Must have a full driving licence and 
access to own transport   

Willingness to work flexibly, including 

some evening work to support business 
needs. 

  

 


