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Coventry & Warwickshire Chamber of Commerce

Job Description 
Job Title: Enterprise Coach
Reports To: Enterprise Coach Team Leader

Job Type: Fixed Term Contract – 12 Months
Working Pattern: Full Time, 37 Hours

Salary Range: £35,000
Main Duties and Responsibilities:
Carry out a range of engagement activities to: 
· Build a case load of individuals looking to start a Business

· Build a case load of eligible and suitable SMEs

Thereby ensuring an adequate pipeline in order to meet monthly performance targets.
Carry out presentations to organisations and groups of individuals to enable marketing and promotion of business start up activity.
Work with each individual/business to assess needs and develop a plan for developing their business.

Directly provide, on a one to one basis, the mix of information and expertise that a business needs to be able to start trading and in their first twelve months of trading.  This will include advice on business planning, finance, legal issues and marketing.  

To develop and maintain relationships with Business owners, to include meetings and ongoing support to ensure expectations are fulfilled.
Directly provide start up Business Planning workshops, both face to face and online, covering a range of business issues encountered as a start up on both a one to one, and one to many basis.
Assist individuals to identify and access additional business support services that may be available from the public and private sector.
Provide one to one business support to pre starts and individuals during their first twelve months of trading.
Where appropriate, assist businesses to secure Start Up Grants.
To work to a set of targets, based on numbers of businesses assisted, jobs created as a result of the assistance provided, as well as referrals, and monthly activity targets. 

Ensure that all paperwork adheres to the guidance provided.

General Duties and Responsibilities:
Maintain accurate and timely records via the Chamber’s CRM system.
Undertake training, continuous professional development and accreditation processes as required for the post.
Keep informed of national and local policies and initiatives in respect of enterprise and self employment.
Undertake all work with due regards to the Chamber’s Quality Standards and Health & Safety and Equal Opportunity Policies.
Upon your Employment at Coventry & Warwickshire Chamber of Commerce, a proportion of your time will be claimed towards various Public funded contracts, including but not limited to ERDF and ESF.
Person Specification:
Understanding barriers faced by individuals looking to start a Business, start up businesses and SME business life-cycles, stages of development and their relevance in relation to business growth.

At least two years’ experience providing intensive business advice to pre start and start up businesses.
Substantial experience of delivering 1: many workshops/seminars.  Ideally demonstrating experience of delivering online 
Ability to support a range of SMEs, from Starts Up, to more established businesses.

Experience of engagement and outreach techniques that increase the take up of enterprise support services.
Ability to produce and interpret business accounts including management accounts, profit and loss accounts, cash flows and balance sheets.
A good general understanding of strategic planning, pre-start/start-up market research techniques, basic business law and marketing.
Ability to analyse information, formulate conclusions and make recommendations.
Experience in organising and delivering one to many sessions that cover key business issues at the pre start and business start up stage.
Ability to deliver formal and informal presentations and adapt style according to the audience.
Knowledge of the public and private sector business support infrastructure and experience of referring clients to other sources of support.
Proven track record of raising finance for business.
Good working knowledge of Microsoft Office particularly Excel and Word.
Ability to communicate verbally and in writing with a wide range of people.

Ability to build and maintain good client relationships.
Willingness to working in partnership with other organisations in respect of service delivery.
A commitment to equal opportunities.
Proactive approach to work.
Highly organised with ability to work on own initiative to drive results and meet performance targets.

Driving license and use of a vehicle for business purposes.

