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  Cavan County Council 

      Briefing Document and Selection Process 

BUSINESS ADVISOR – GRADE VI

LOCAL ENTERPRISE OFFICE CAVAN  
The Position:

Cavan County Council invites applications from suitably qualified applicants for the position of Business Advisor in the Local Enterprise Office Cavan.   

Background 

The Local Enterprise Offices (LEOs) are the local first-stop shop for new entrepreneurs and existing micro-enterprise and small business owners. The LEOs are the front door through which all information on State supports for small and micro-businesses can be accessed and through which financial and other supports can be provided to the business community. The dissolution of the previous City and County Enterprise Boards and the transfer of their functions to Enterprise Ireland led to the formation of the 31 LEOs in 2014. The Local Enterprise Offices are funded by the Department of Jobs, Enterprise and Innovation and operate under a Service Level Agreement (SLA) between Enterprise Ireland and the Local Authorities and are a significant element in the enhanced role which local authorities now have in the area of economic development. 

The main functions of the office are the provision of: 

· Business Information and Advisory Services 

· Enterprise Support Services 

· Entrepreneurship Support Service 

· Local Enterprise Development Services / Economic Development 

The Ideal Candidate should: 

· Have an excellent understanding of commercial business and significant experience in working with the business community;

· Have excellent communications skills and experience in client/customer engagement and management;

· Have significant experience in event management and/or delivery of projects, including working to tight deadlines and adhering to budgetary resources;

· Be experienced in the use of financial management systems both from an administrative and reporting perspective;

· Have experience in the management and utilisation of new communications technologies in particular digital marketing and social media; 

· Have a strong capability to multi task and work to deadlines;

· Be self-motivated with an ability to work on own initiative but within a dynamic small-team environment;

· Have a strong understanding of the needs of small and micro businesses and the role of the Local Enterprise Office, including knowledge of its supports, services and processes, including the wider business support landscape;

· Have the ability to motivate, empower and encourage staff under his/her control to achieve maximum performance;

· Possess a strong business acumen with experience that demonstrates an understanding of the phases of business development including a demonstrated ability to analyse and interpret business proposals from various perspectives, e.g. finance, marketing, process/operations etc.

· Candidates will be expected to be flexible in terms of working hours as the duties can involve working outside of normal office hours.  
Main Duties and Responsbilities
· The provision of one to one business advice and guidance to anyone thinking  about starting a business or any existing business in County Cavan;

· Develop and manage the delivery of new and existing training and management development programmes in response to the needs of small businesses including preparation of programme specifications, processing of tenders/quotes, client recruitment and engagement, ensuring the recording of all outputs and deliverables and managing the allocated budgets; 

· Manage the delivery of the LEO Mentoring Programme including engagement with clients, assessing client needs, liaising with mentors, budget management and recording of outputs and outcomes;

· Manage, develop and grow LEO client networks, including reporting and monitoring of outcomes; 

· Develop and deliver sector and cohort specific programmes, e.g. food, creative industries and female entrepreneurship; 

· Developing and managing the delivery of the Local Enterprise Office Business Advisory programme including procurement of services, service and budget management and ensuring full recording of outputs and deliverables; 

· Manage the delivery of the Second Level Schools Enterprise Programme on an annual basis, including the recording of all outputs and outcomes;

· Contribute to the development/ management and delivery of LEO events, programmes and pilots, both local and national;

· Manage the LEOs external contracts ensuring best practice in the procurement of the LEO’s goods and services;

· Develop and maintain the LEO Web Site and all social media platforms;

· Contribute to the on-going awareness and promotion of the Local Enterprise Office in the County;

· The development, resourcing and delivery of new initiatives and programmes within the Local Enterprise Office in support of enterprise and economic development in County Cavan;

· Engaging on collaborative initiatives and EU programmes as required by the Head of Enterprise;

· Promoting and implementing innovation and continuous improvement in the processes and programmes of the Local Enterprise Office;

· Contributing to the delivery of national initiatives within the Local Enterprise Network as required;

· Financial management, accounting, budgeting and reporting for the LEO. This includes financial and other reporting to the Council bodies, Enterprise Ireland, the Department of Jobs, Enterprise and Innovation and to various other government departments and to any other bodies as required from time to time; 

· Carry out any other duties that may be required to contribute to the successful delivery of the LEO services as may be assigned from time to time by the Head of Enterprise. 

Notwithstanding the requirements of the post successful applicants may be assigned to any service area/role within the Local Authority at an analogous level by the Chief Executive at any time.
Salary:
Remuneration will be at the Business Advisor – Grade VI  scale of the national wage scales.  The present minimum scale is €45,849 per annum increasing to €56,031 per annum (after 11 years) with annual increments subject to satisfactory performance via PMDS. Starting pay for new entrants will be at the minimum of the scale.  The rate of remuneration may be adjusted from time to time in line with Government pay policy.  
Pension:
The Local Government Superannuation Scheme applies.
Annual Leave:
30 days per annum
Hours of Work:
37 hours per week 
Each candidate must have on the latest date for receipt of completed application forms:
(a) 
Hold a professional qualification at degree level (level 7 NFQ) or above in Business /      Entrepreneurship or equivalent. 

(b)  
Have significant experience of working in or working with small and micro businesses and be familiar with the broad range of supports and agencies available to support local businesses. 

(c) 
Be computer literate and have good verbal and written communication skills and be comfortable speaking in public. 

(d)       Hold a current full clean driving licence.
Selection process:
Candidates will initially be assessed to ensure they meet the minimum qualifications set down above.  Assessment will be based on information provided by the candidate on the application form. Qualifications of successful candidates may be subject to further checks post interview to confirm they meet the criteria.
Candidates will then be assessed on the basis of other information contained in their application form to determine, having regard to the requirements of the position and the number who have applied, if they should be called for interview. Candidates may be short listed on the basis of information provided in the application form.

Review Procedures in relation to the Selection Process:

Cavan County Council will consider requests for review in accordance with the provisions of Cavan County Council Review Procedures.  A copy of the Review Procedures for Cavan County Council is available by emailing jobs@cavancoco.ie 

Interview

At interview candidates will be assessed in the following areas:
	KNOWLEDGE/
EXPERIENCE
	SKILLS
	GENERAL ATTRIBUTES

	· Range and depth of  business experience relevant to post
· Role of post
· Previous & current working environment

· Understanding of working with business community
· Understanding of local government role in economic development
	· Change & people management

· Problem solving/ decision making

· Ability to work as part of a team and maintain effective working relationships
· Planning/organising/ budgeting

· IT
	· Communication and interpersonal

· Initiative

· Commitment

· Positive attitude with self motivation  

· Leadership 



