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Business Engagement Officer 

Salary up to £28,000  

 
The Stoke-on-Trent & Staffordshire LEP (SSLEP) is a company limited by guarantee and a 
business-led collaboration bringing together business, higher education institutions and public 
sector partners. The LEP’s vision is to transform our area into a connected county with vibrant, 
competitive urban centres and an inspiring, economic powerhouse in Stoke city, enabled by 
building upon our globally successful business base and ambitious, highly skilled workforce.  
 
We are seeking a Business Engagement Officer who will be a key member of the wider 
executive support structure of the LEP, building our business connections, providing support 
to our Board Champions and wider partners, working within a busy office environment.  
 
You will have a relevant administrative & IT qualification, good standards of literacy & 
numeracy, excellent record keeping and the ability to manage a variable workload and work to 
tight deadlines. 

The position is being hosted by Staffordshire Chambers of Commerce on behalf of the LEP.  At 
Staffordshire Chambers of Commerce, we believe that we can help all the people of 
Staffordshire to be more prosperous and have more opportunities, by helping businesses to 
belong to the Chamber and do things better. We take pride in delivering excellent services to 
our members and expect the highest standards from our employees.  

This position is on an initial 18-month fixed term contract with the potential for an extension.   
 
The post will be based in the LEP offices in Stafford and will include close working with 
Staffordshire Chambers of Commerce. 
 
We offer an attractive benefits package, a rewarding role in a great team and good 
opportunities for personal development. 
 
This is a full-time role, working Monday to Friday, a total of 35 hours per week. 
 
Further information about Staffordshire Chambers of Commerce is available on our web site 
www.staffordshirechambers.co.uk.  

Closing date: 29/11/2019 

Interviews will take place week commencing 2/12/2019   

 

 

http://www.staffordshirechambers.co.uk/
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About Staffordshire Chambers of Commerce    

  

Staffordshire Chambers of Commerce has been in existence for over 200 years. It was borne out 
of a desire from businesses to meet together and trade and ensure that there was a voice for 
business and an organisation to represent their needs and deliver services to help them. We 
continue to deliver this role and have developed a wider relationship as part of the recognition 
of the contribution that the business community makes to economic and social success.  

We provide the following services to support businesses start, grow and succeed. 

Business Support – we are, at our heart, a membership organisation and believe that the best 
business support can come from the services we offer through our experienced staff. We have 
a range of member only services as well as funded programmes. We have developed specific 
membership offers to reflect our local economy in response to various sector groups in 
membership. 

Enterprise Support – we aim to inspire the entrepreneurs of tomorrow through bringing 
schools and businesses closer together, helping individuals start up their own business, 
educating teachers on the businesses in the area and supporting students in HE and FE to have 
the relevant skills for business and industry. We have established a club specifically for 
fledgling businesses to help them get established and lead into membership of the Chambers. 

Trade – we encourage international trade through our DIT programme and export 
documentation service as well as supporting local trading through exhibitions, events and 
lobbying for local procurement opportunities. We have launched a specific international trade 
membership offer.  

Training – we have a comprehensive, business focussed programme of training to encourage 
the workforce to reach its full potential, and which can be delivered on our premises or in a 
business through a bespoke service. We are developing our offer through partnerships with the 
universities and FE colleges in the county.  

Events - we organise over 150 events each year of varying scale and size. This supports and 
informs business, helps strengthen supply chains and informs the business community of 
funding, finance, legislation, opportunities and risks.  

Representation – this is a service at the heart of Staffordshire Chambers and is largely to 
support members. We do take on issues that affect he whole business community and lobby at 
all levels of policy and decision making.  
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Job Description 

 

Job Title: Stoke on Trent and Staffordshire LEP – Business Engagement Officer 

Accountable To: LEP Strategy & Governance Manager   

Location: Principally, LEP Office at Judges Chambers, Stafford   

 

Our Vision 

All employees of the Chamber are expected to contribute to our vision: 

 

‘Staffordshire Chambers believes that we can help all the people of Staffordshire be more 
prosperous and have more opportunities, by helping business to belong to the Chamber and 

do things BETTER’. 
 

Our Values  

Our vision is supported by a set of core values which define the standards and behaviours which 
are expected of all employees: 
 
We are: 

• Bold 
We try new things 
We are passionate about making a difference 
We always put our members first 

• Excellent  
We achieve the highest standards  
We seek to improve continuously  
We are committed to equality of opportunity 

• Trusted 
We communicate well 
We are consistent in our approach  
We put colleagues and customers first  

• Team Focused  
We are an outstanding team  
We are focused on achieving our vision  
We respect and support each other  

• Ethical 
We represent our members professionally 
We make a positive contribution to the community  
We act with integrity 

• Responsive 
We are open to change 
We respond positively to customer feedback 
We maximise opportunities  
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The post is offered on an 18-month contract, with potential for extension dependent upon 
Government Funding. 

 

Over the past seven years, SSLEP has firmly established itself as the key business-led 
organisation working with Government and Stoke-on-Trent & Staffordshire businesses to drive 
investment in our economy for the benefit of those who live and work here. To deliver our 
ambitious agenda for job creation and economic growth we are seeking to appoint a number of 
staff to strengthen our LEP Team.  Effective partnership working is central to our success. We 
work with a team of staff from across the partners working together for the area as a whole. 
 
Through its Growth Deals, SSLEP is contributing more than £147m of investment through the 
LEP’s Strategic Economic Plan over the period up to 2021 in Stoke-on-Trent and Staffordshire. 
This includes putting in the infrastructure to: open up new employment & housing sites, 
improve education & training facilities and support growing businesses. Partner contributions 
bring the grand total invested to some £344m. In addition, SSLEP supports and invests in 
business growth through co-investment opportunities such as the Growing Places Fund and 
through broader support services provided by its Business Growth Hub. SSLEP undertakes its 
work through commissioning and working with delivery partners including Staffordshire 
Chambers of Commerce, HE & FE institutions, local authorities and others.  

We have a strong set of businesses with growth potential in key sectors which sit at the centre 
of our strategic plans. Our priority advanced manufacturing sectors are: Energy; Auto-Aero; 
Medical technologies, Agri-Food/Agri-Tech and Applied Materials (metals & ceramics). Our 
ambitions are benefiting from a strong digital economy, increasingly embedded in our 
economic growth sectors. Acceleration of our adoption of digital technologies is supporting 
our economic diversification, with further sector opportunities and growth in evidence in: the 
visitor economy; business/professional services and construction.   

 

Job Purpose 

SSLEP has a small secretariat that undertakes the work of the partners relating to the LEP. This 
includes: 

 Strategy, policy & LEP business engagement relating to the development of LEP 
strategic priorities and delivery planning 

 Project/programme development, appraisal & prioritisation, programme management, 
monitoring & evaluation, financial management, governance & assurance;  

 Support to the Executive Board and its Sub Groups, liaison with Government and 
agencies, other LEPs and partnerships e.g. Midlands Engine, Constellation Partnership, 
WM LEPs, LEP Network; and 

 Communications, PR & marketing, including preparation of required annual reports and 
delivery plans. 
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To undertake this work, the secretariat works with the support of: LEP Board leads (including 
two SME Champions and an Equality & Diversity Champion); local authorities & universities 
partners; other local, regional & national organisations; SSLEP Growth Hub, Make It in Stoke-
on-Trent & Staffordshire; and the wider business community and their representative 
organisations e.g. the Chambers of Commerce, Federation of Small Businesses, CBI and other 
LEPs.  

 

The SME Champions support the board in understanding the issues and challenges facing 
SSLEP SMEs in undertaking their work and ensuring this is reflected in LEP business growth 
strategies. They work effectively with business organisations, such as Staffordshire Chamber of 
Commerce: bringing together quality business intelligence to support LEP policy development 
and investment decisions; providing an effective LEP link with the SME community; and 
inspiring & empowering the SME business base to embrace new opportunities for productivity 
growth across SSLEP. The Equality & Diversity Champion will support the Board in becoming 
more inclusive in its strategies & policies and in the procurement and delivery of the LEP work 
programme and will work collaboratively outside of the LEP Board to spread best practice and 
opportunity. (Details of LEP Board Champion roles can be found on Pages 14 & 15 of our 
Assurance Framework: https://www.stokestaffslep.org.uk/app/uploads/2019/10/SSLEP-
Assurance-Framework-September-2019v6.pdf ) 

 

The Business Engagement Officer role is wide ranging and the post holder is a key member of 
the wider executive support structure of the LEP. They will provide an executive support 
service to the SSLEP Equality & Diversity and SME Champions in undertaking their work on 
behalf of SSLEP, as well as high-level administrative support across all areas of the 
organisation. The postholder will have a flexible and professional approach to working within a 
busy office environment and the ability to support the team and its partners, as required, by 
preparing briefings, reports and responses for the Champions and Board.  This will include 
liaison with partners, businesses, the LEP’s Growth Hub and other stakeholder organisations 
and LEPs. The post holder will work closely with the Staffordshire Chambers of Commerce in 
supporting the Champions in their work, ensuring good quality dialogue with the SME business 
base on LEP and local business-related matters through fora such as the Network of Networks.    

An active interest in business and the economy demonstrated by experience in a government/ 
economic development/skill/programme development role is essential.   

SSLEP operates within a defined Governance process, set out in our Local Assurance 
Framework, and the role will involve ensuring that this is applied and working with the team to 
ensure decisions are taken and recorded appropriately. 

 

 

 

 

 

https://www.stokestaffslep.org.uk/app/uploads/2019/10/SSLEP-Assurance-Framework-September-2019v6.pdf
https://www.stokestaffslep.org.uk/app/uploads/2019/10/SSLEP-Assurance-Framework-September-2019v6.pdf
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Principal Accountabilities  

• To provide executive support to the LEP Executive Board SME Champion(s) and Equality 
& Diversity Champion in fulfilling the duties of their roles including production of briefing 
papers, reports and responses, as required.  

• To work with Staffordshire Chambers of Commerce and the LEP Growth Hub team in 
ensuring Champion-related activity provides added value in developing effective 
communications between the LEP and its business base and good quality intelligence 
gathering that builds a robust business case for LEP priorities and investment activity 
relating to business needs.   

• To provide secretariat support to the LEP Executive Board and relevant Sub-Group(s), as 
required, coordinating the LEP Executive Board papers production process and issuing 
those papers and associated minutes in line with the governance requirements. 

• To develop & maintain LEP databases, the LEP CRM system* and IT based & manual 
filing systems and operate efficient and effective information retrieval systems, 
ensuring compliance with all LEP policies on recording, filing, sharing, retention and 
destruction. (*CRM system training will be provided). 

• To provide diary and inbox management and secretarial support to the LEP Chair and LEP 
Chief Executive Officer. 

• To promote the strengths of the partnership and the area to businesses, stakeholder 
business organisations, other LEPs and partnerships at local, regional and national 
meetings and events. 

• To work in partnership, and build trust with, a range of local business, public, private 
and voluntary sector stakeholders at a national, regional and local level to drive forward 
agreed strategies. 

• To comply with the Accountable Body’s policies and procedures and the requirements 
of the LEP Assurance Framework 

• To undertake any other duties as may be reasonably required from time to time, as 
directed by the Strategy & Governance Manager, Chair or by the Board.  

 

Professional Accountabilities: 

 

The post holder is required to contribute to the achievement of the LEP’s objectives through: 

Financial Management 

Personal accountability for delivering services efficiently, effectively, within budget and to 
implement any approved savings and investment allocated to the service  

People Management 

Engaging with People Management policies and processes 
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Equalities 

Ensuring that all work is completed with a commitment to equality and anti-discriminatory 
practice, as a minimum to standards required by legislation 

Climate Change 

Delivering energy conservation practices in line with the Strategic Economic Plan. 

Health and Safety 

Ensuring a work environment that protects people’s health and safety and that promotes 
welfare and which is in accordance with the Chamber’s Health & Safety policy. 

Safeguarding 

Commitment to safeguarding and promoting the welfare of vulnerable groups 

 

General requirements 

This LEP post is hosted by our Chamber of Commerce and the post holder will utilise some 
Chamber systems and must adhere to relevant high standards of practice required by the LEP 
and Chamber: 

  

• Work diligently to meet the requirements of the role 

• Use the Chambers’ CRM system and others as relevant to the role 

• Always seek to improve to achieve the highest quality standards and follow the 
Chambers’ quality assurance operating procedures 

• Contribute to the Chambers’ commitment to work in a commercially successful way 

• Participate in internal/external meetings and training as required 

• Ensure that all relevant policies, procedures and working practices are adhered to at all 
times 

• Participate positively in one to ones and appraisals 

• Work in accordance with the Chambers’ culture, values, aims and objectives 

• Act as an ambassador for the Chamber at all times when dealing with members or 
representing the business 

• Contribute to the Chamber’s team working environment, taking ownership of issues 
and supporting colleagues where appropriate  

• Be flexible and willing to undertake any other duties that may be reasonably required  

• To work from other LEP offices if required 
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Person Specification 

Job Title:  

Stoke on Trent and Staffordshire LEP – Business 
Engagement Officer 

  

Criteria Essential or 
Desirable  

Method of 
Identification  

Qualifications 

Administrative qualification (e.g. NVQ3, HNC, CBA) 
or equivalent 

IT qualification to the competency level of ECDL, 
CLAIT, etc or equivalent experience in an appropriate 
area of work  

Good standards of literacy and numeracy 
(demonstrated by GCSE passes in Maths and English 
or equivalent) 

 

Essential  

 

Essential  

 

Essential  

 

 

 Application/Interview 
 

Proven Experience  

Experience of working in a high-pressure 
environment 

Extensive knowledge of MS Office packages and 
diary management 

Experience of the cataloguing and management of 
records. Use of CRM systems advantageous. 

Experience of working with private and public 
sectors. 

An appreciation of working in a multi partner 
environment 

 

Essential  

Essential  

 

Desirable 

 

Essential  

Desirable 

 

Application/Interview 

 

   

Knowledge, Skills and Abilities 

Good knowledge and understanding of business 
issues and a business environment  

Knowledge of the management and operation of 
web sites 

Methodical and well organised, with an ability to 
manage a variable & changing workload with tight 
deadlines. 

 

Desirable 

 

Desirable 

 

Essential  

 

Essential  

 

Application/Interview/
Assessed through test 
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An ability to work well and communicate with senior 
managers, business leaders and politicians. 

Excellent record keeping and note taking skills. 

Ability to analyse and distil documents to their key 
points 

Experience of organising and delivering events and 
conferences. 

Good presentation preparation skills and some 
experience of delivery 

Desire to learn and develop new skills and 
knowledge 

The postholder will be based in Stafford but will be 
expected to work in a range of locations across the 
areas with partners. 

The post holder will need to travel around the SSLEP 
area and beyond to attend meetings and meet 
businesses and partners.  Alternative arrangements 
will be discussed with candidates with a disability.  

An ability to undertake out of hours work as required 

 

Essential  

Essential  

 

Essential 
 
 
Desirable 
 
Essential 
 
 

Essential 
 
 
 
Essential 
 
 
 
 
Essential 

Other Attributes 

This post is designated as a casual car user 

 

Desirable 

 

Application/Interview 
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How to Apply 

Please send your CV to Sandra O’Sullivan together with a supporting letter detailing how you 
meet the requirements of Business Engagement Officer and how you support the Chamber 
BETTER values.  

Applications should be emailed to sandra.osullivan@staffordshirechambers.co.uk or 
posted/delivered to Staffordshire Chamber of Commerce, Commerce House, Festival Park, 
Stoke On Trent ST1 5BE 

Closing date: 29/11/2019 

Thank you for your interest. We hope that this recruitment pack provides all the information 
you require, however if you have any queries, or would like to have an informal conversation 
about this role please contact Jacqui Casey on 01785 895095 

 

Staffordshire Chambers of Commerce is an equal opportunities employer 

 

Data Protection  

Staffordshire Chambers of Commerce will use any data you provide in your application to 
assess your suitability for the position advertised This data will not be further processed unless 
your application is successful.  

All candidate information gathered through our recruitment campaigns will be protected and 
we will fulfill the requirements of the relevant legislation.  

In the case of unsuccessful applicants, we will retain all relevant recruitment paperwork for a 
period of 12 months in case of any claim/dispute, after this time the paperwork will be 
destroyed by shredding or other confidential waste disposal methods.  

Successful candidates will have their recruitment paperwork retained within personnel files 
and in line with our data retention schedule.  

The Chamber will not use any form of automated processes in its recruitment decision making.  

If you require any further information in relation to the protection of your data, please contact 
us using the details above or view our HR Privacy Policy at www.staffordshirechambers.co.uk  

 

http://www.staffordshirechambers.co.uk/
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