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	Job Description
Reviewed March 2014

	Job Title: 
Commercial Manager
	Reports to:  
<Managing Director>

	Job Holder:  
	Location: Basepoint Andover with extensive travel within region and group

	Job Purpose 
The Commercial Manager is accountable for the overall management of each of the centres within the region, including operations, sales, marketing, financial, health and safety, customer service and public relations, to deliver the profit contribution of the centres within the region. The role is also responsible for leading the Centre teams to help grow the business through the marketing and promotion of Basepoint services.


	1. Principal Accountabilities 
Commercial Management
· Agree annual operating budgets with clients and provide financial reporting in line with contractual obligations

· Achieve financial targets in line with agreed budgets and hold regular client facing meetings with existing clients to review performance, recommend actions and discuss future aspirations and opportunities

· Design and implement strategies for networking, advertising, marketing and sales that will help deliver the successful performance of managed centres, increase the local awareness of the Basepoint brand and provide opportunities for new sales leads to the business development team

· Create, maintain and develop relationships with local networks of potential selling agents, including estate agents, on-line brokers, business angels, economic development officers, local chambers and other agencies supporting SME’s

· Create and maintain a database of competitors across the managed centre network ensuring that all information captured is relevant and frequently updated, is appropriately stored and is electronically accessible for use by relevant people in the business

· Deliver regular PR outputs that will help enhance Basepoint’s reputation and increase its brand awareness both nationally and across the local communities being served

· When requested, actively assist in the preparation of high quality presentations, sales pitches and negotiations with potential new customers.
Regional Centre Management:
· Provide senior level support to Centre Managers, overseeing and maximising performance and service delivery.

· Develop local plans with the Centre managers that maximise Centre occupancy and achieve the financial targets and goals.
· Proactively develop and maintain effective relationships with Clients, key Licensees and within the wider business area, acting as an ambassador of Basepoint at all times.
· Advise and assist Centre Managers on the strategic direction of Basepoint and in the creation of appropriate business plans and agreed business goals and objectives, in line with Basepoint’s business plan.
· Monitor and review Client, Licensee and Customer satisfaction within each Centre, ensuring added value is achieved.

· Ensure that each Centre is operating within established policies and procedures.

· Set and monitor KPI’s for each Centre within the region following assessment of short and long term Client objectives.
· Ensure that you and your Centre Managers within the region are proactive in the marketplace and actively market the Centres in conjunction with the agreed sales and marketing strategy.

· Monitor and improve customer service levels with market research into the business sector, regular competitor analysis and customer feedback surveys.

· Monitor and review targets on marketing data in each Centre, to include source, enquiries, viewings, move ins and licensee retention.

· Ensure that Centre Managers are accurately maintaining and acting upon the CRM, databases and electronic data they capture.

· Ensure timely and accurate reporting in line with Company requirements.

· Work with Centre Managers to proactively identify any opportunities and/or risks to each Centre and the business as a whole. 

· Takes ownership and accountability for objection and issue handling and resolution when contacted directly or when escalated by a Centre Manager. 

· Responsible for the delivery of the Basepoint brand within the region.

· Manage the new Centre opening process alongside the Centre Manager, ensuring a smooth process and effective communication between all parties.

Financial Management:

· Monitor and analyse financial information for each of the Centres in the region, identifying areas of financial opportunity and risk and making recommendations where appropriate.

· Work alongside Centre Managers to ensure their effective management of internal budgets and resources, identifying and minimising risk and identifying further cost saving opportunities whilst maintaining service delivery.

· Oversee and advise Centre Managers on production and delivery of budgets, forecasts and targets for each Centre. 

· Proactively analyse Ultrasoft reports to help deliver the financial targets for each Centre.
Self and Team Management:
· Ensure the appropriate resourcing of each Centre in line with budget and Client, Licensee and Customer requirements.

· Ensure that Centre Managers are aware of business KPI’s and objectives and are effectively working towards their achievement.

· Ensure Centre Managers are appropriately managing their own workloads and those of their Centre teams.
· Motivate and develop Centre Managers to ensure the best possible service is provided to Clients, Licensees and Customers.

· Ensure that performance management processes are followed and action taken as appropriate, also supporting and advising Centre Managers regarding any concerns.

· Manage the training needs of yourself and your team, identifying and nurturing talent and preparing the business for the future.

· Train and develop Centre Managers to fully understand and adhere to the policies, procedures and working practices of the Company.

· Be an effective leader creating a high level of motivation and team spirit within the region.

· Ensure that updates within business and industry are shared with your teams as appropriate.




	2. Person Specification

Key Knowledge and Experience Required:

Essential:

· Demonstrable senior level experience in a multi-site operational, Customer Relationship Management role.

· Strong communication skills and the ability to present in a clear concise manner both verbally and through written reports at Board level

· Demonstrable strong interpersonal skills with experience of leading, managing and motivating large multi discipline teams at senior level, and achieving results
· Works proactively in a highly organised manner, with the ability to manage time, prioritise a heavy workload and remain calm under pressure
· Numerate and literate with excellent communication skills at all levels.  Ability to clearly present and deliver concise ideas and information at the highest level.
· Strong commercial acumen and strong sales, negotiation and influencing skills
· Innovative and creative with a concise, precise and effective approach to objection handling
· Experience of senior level networking and developing new business relationships
· Highly numerate with a proved understanding of financial models and ability to analyse complex financial data with assistance from the Finance team in order to grow and monitor business sales and profit
· IT literate, particularly in MS Office, databases, the application of sales, web marketing and business media

· Self-motivated with the ability to carry out responsibilities with minimal supervision, thriving on own initiative and that of the team.
Desirable:

· n/a

	This job description is intended to reflect, in outline, the responsibilities of the post-holder which may change over time in line with the Corporate and local business needs of Basepoint.  It will therefore be subject to periodic review.




