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	Job Description
Reviewed January 2014

	Job Title: 
Head of Business Development 
	Reports to:  
Managing Director

	Job Holder:  
	Location: 

	Job Purpose 
Leading a small team to source, target and win new business for Basepoint’s managed & owned centre operations which will enhance and expand upon Basepoint’s network of Managed Workspace.  Identifying, qualifying and building solid, high-level relationships with new business prospects in order to promote and sell Basepoint’s portfolio of services to meet strategic targets.

	1. Principal Accountabilities 
· Investigate local economic indicators and report on market demand, suitable locations and specific opportunities for new business, owned or managed, within the agreed target areas.

· Prepare the business case and financial appraisals supporting your recommendations.

· Develop a strong network of potential prospects, generating new business leads and relationships identifying specific individuals to contact and accessing relevant information.
· Build upon and maintain existing relationships with local authorities, quasi government organisations and similar such bodies to ensure Basepoint is well placed to receive early information on potential new leads and opportunities including opportunities for new owned centres where the economics of the development and available funding permit.
· Proactively arrange and deliver presentations to potential Licensees and Customers. 

· Gather and collate market intelligence on competitors in target areas.
· Ensure all relevant information collected is summarised and reported appropriately and in a timely manner.

· Works proactively and collaboratively with Regional and Centre teams in order to identify and achieve development targets.

· Continually identify strengths, weaknesses, opportunities and threats and submit reports and recommendations. 
· Ensure all information captured is relevant, appropriately stored and reported and is electronically available for wider use with the business.

· Lead the preparation and presentation of high quality presentations, sales pitches and negotiations.
· Manage the process between the contract placing on new business and the operational handover to the account management team including if appropriate the set-up or assignment of supplier contracts.
· Maintain excellent knowledge of Basepoint’s portfolio of services and confidently communicate how these services add value.
· Provide regular reporting on business development activity and conversion rates.


	2. Person Specification

Key Knowledge and Experience Required:
Essential:

· Commercially astute, numerate and financially aware with the ability to produce high quality commercial proposals and presentations.
· Able to confidently deliver presentations which are appropriate to the receiving audience.
· Self-motivated, highly organised and capable of managing priorities, delivering to tight timescales, and remaining calm under pressure.

· Strong networking abilities, with very good interpersonal relationship skills and a proven ability to negotiate and influence.
· Numerate and literate with excellent communication skills and able to clearly present and deliver clear and concise ideas at the highest level in an organisation.

· Creative thinker able to provide innovative ideas and solutions to problem solving.

· A team player but also able to self-manage and work with minimum supervision.
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.



