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JOB DESCRIPTION

	 JOB DETAILS

	Post title:
	Growth Hub Navigator

	Post grade:
	D

	Directorate:
	Communities 

	Section:
	Community and Economic Development 

	Reporting to:
	Growth and Enterprise Manager

	Line manager:
	No

	Date updated:
	January 2025

	

	MAIN PURPOSE OF JOB

	
General duties relating to the activities of the Growth Hub and dealing with customer/client enquiries for business support, including outreach activity.


	

	SPECIFIC DUTIES

	Specific Duties: 
Act as the first point of contact in the Growth Hub for business and individual support enquiries received online, by email, telephone or face to face.

Provide impartial diagnostic and signposting activity to identify business and individuals’ barriers to growth. Support the Growth and Enterprise Manager and Growth Hub Team in the implementation and monitoring of action plans.

Maintain contact and exchange information with clients through one to one meetings.

Support the Growth and Enterprise Manager and Hub Team in the development and delivery of events, seminars, clinics and networking sessions in response to identified business and skills needs.

Develop understanding of business support service providers locally and nationally.

Work with the Growth and Enterprise Manager to bring together business support offers from multiple providers, so as to deliver a seamless service to clients.

Collect and analyse information on the objectives and priorities of local businesses

Work with the Growth and Enterprise Manager to identify eligible SMEs (Small and Medium-Sized Enterprises) and assess business growth potential to facilitate appropriate business support delivery.  

Support the Growth and Enterprise Manager with delivery of the hub marketing plan.

Responsibilities:
Maintain knowledge of business support provision and proactively develop relationships with SMEs in the Borough. Work with the Growth and Enterprise Manager and Economic Development Service, identifying solutions to support business growth.

Support the Growth and Enterprise Manager to help SMEs by looking at clients’ business ideas to see if they have potential, helping  clients to develop business plans advising on sources of finance and grants, helping existing SMEs with problems such as finding ways to reduce costs or improve marketing, referring clients to other sources of specialist advice if necessary. 

Work with delivery partners and approved external support providers to ensure that programmes are relevant and optimise impact.

Coordinate the booking system for meeting rooms and support the requirements of incubator tenants in line with license terms.

Enter and maintain data in the Growth Hub CRM system, keeping track of clients’ progress and interactions, in line with funding requirements. 

Help prepare performance information for the Growth and Enterprise Manager for reporting to Government, funders and relevant partners, as and when required. 

Keep informed about national and local policies and initiatives in respect of business growth and development, especially those that relate to SME’s.

Work collaboratively with the wider Growth Hub Network Team and the network of business support providers.

Ensure that a consistent, proactive and welcoming service is provided at all times by the Growth Hub.  Work with the Council’s Economic Development Service to provide an exceptional business support environment, maintaining services and facilities throughout the working week, in order to ensure high levels of satisfaction of visitors to both the physical and virtual environments.

Maintain high standards of confidentiality and ensure compliance with data protection and information security standards.

To adhere to all Council Policy, in particular Equal Opportunities.

Ensuring that services are delivered in compliance with existing and new Health and Safety legislation and the Council’s Health and Safety Policy, and ensuring that duties are pursued in a safe manner with due regard to the Health and Safety of yourself and others.

To undertake any other duties properly assigned from time to time by the Head of Service which are appropriate to the grade and character of the post.

To undertake any other duties properly assigned by the Head of Service  and to be committed to supporting the creation of a customer focus point within the Council whilst achieving excellence throughout this authority.











	

	ORGANISATIONAL CHART

	Head of Community and Economic Development



nterprise Manager 




Growth and Enterprise Manager




Growth Hub Navigator


	

	KEY WORKING RELATIONSHIPS

	· The Growth Hub Tewkesbury Team
· The Growth Hub Network Partners
· Community and Economic Development Team 
· Gloucestershire County Council
· Local business community
· Business support providers/organisations 
· Borough Councilors 

	

	RESOURCES

	· No direct budget responsibilities.
· The post holder will have access to confidential information such as personal and financial details. This information must be handled in accordance with GDPR requirements.


	

	PHYSICAL DEMANDS

	Physical demand include:
· Site visits to businesses, in person meetings including on site in natural environment, including lone working
· Carrying around mobile office, equipment, stationary and refreshments
· Full driving licence is required. Tewkesbury Borough Council provide access to pool cars.
· Ability to carry out site/business visits to all areas of the Borough
· Attending internal and external meetings


	

	MENTAL DEMANDS

	The role includes lengthy periods of concentrated mental attention, including:
· Collection and analysis of information on the objectives and priorities of local businesses.
· Inputting and maintaining data in the Growth Hub CRM system, keeping track of clients’ progress and interactions, in line with funding requirements. 
· Verbal & written communication, including client report writing and follow ups. 
· Maintaining confidentiality in accordance with current data protection legislation.
· Organisation and management of own workload, including meeting deadlines and targets.
· Bringing together business support offers from multiple providers, so as to deliver a seamless service to clients and identifying solutions to support business growth.
· Helping to prepare performance information for the Growth and Enterprise Manager for reporting purposes.
· Keeping informed about national and local policies and initiatives in respect of business growth and development.

	

	WORKING ENVIRONMENT

	The role will be based at The Growth Hub Tewkesbury (Located within Tewkesbury Borough Public Service Centre) and will entail a mix of working from the office, home and visiting businesses. 

The role will involve outreach visits and event delivery within the local business community.

The role will also include attending external and internal meetings i.e. business support meetings with clients, training at other Growth Hubs and business event/workshop delivery.

Lone working is involved.


	

	ALL STAFF RESPONSIBILITIES

	To adhere to all Council Policies, in particular Equal Opportunities.

To undertake any other duties properly assigned from time to time by your line manager which are appropriate to the grade and character of the post.

To be committed to the principles of equality, diversity and the ability to treat everyone who you come in contact with dignity and respect.

Tewkesbury Borough Council is committed to the principles of safeguarding and promoting the welfare of all children, young people and vulnerable adults; therefore, all employees have a responsibility and duty of care to report safeguarding issues they become aware of or witness.


	

	HEALTH AND SAFETY

	Ensuring that services are delivered in compliance with existing and new Health and Safety legislation and the Council’s Health and Safety Policy and ensuring that duties are pursued in a safe manner with due regard to the Health and Safety of yourself and others. 

	

	PERSON SPECIFICATION

	QUALIFICATIONS
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Minimum of five GCSES 4-9 or equivalent. 
 
	☒	☐	Application form

	Two A-levels or equivalent.
	☒	☐	Application form

	Full driving licence
	☒	☐	Application form

	EXPERIENCE
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Experience of frontline customer service provision
	☒	☐	Application form / interview

	Experience of business interaction and support
	☐	☒	Application form / interview

	Experience of partnership working
	☐	☒	Application form / interview

	Experience in Economic Development 
	☐	☒	Application form / interview

	SKILLS
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	I.T. skills including Microsoft Office
	☒	☐	Application form / interview

	Ability to work under pressure and meet agreed deadlines
	☒	☐	Application form / interview

	Inputting data 
	☒	☐	Application form / interview

	Communication with a range of businesses, customers and partners 
	☒	☐	Application form / interview

	Professional attitude
	☒	☐	Application form / interview

	Effective writing and public speaking
	☒	☐	Application form / interview

	Ability to work independently and as part of a team
	☒	☐	Application form / interview

	Research and data analysis

	☒	☐	Application form / interview

	BEHAVIOURS / ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	Customer focused
	☒	☐	Application form / interview

	Enthusiastic and highly motivated
	☒	☐	Application form / interview

	Ability to work effectively as part of a team
	☒	☐	Application form / interview

	Excellent interpersonal skills
	☒	☐	Application form / interview

	Takes personal responsibility and uses resources effectively and efficiently 
	☒	☐	Application form / interview

	Open to change and commitment to continuous improvement 
	☒	☐	Application form / interview

	Show respect and consideration 
	☒	☐	Application form / interview

	Able to communicate  effectively
	☒	☐	Application form / interview

	Accuracy and attention to detail
	☒	☐	Application form / interview
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