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Job description 

Inward Investment Project Officer


	Department 
	CES

	Service 
	Growth and Development

	Grade
	I

	Reports to
	Economic Development Manager (Head of Inward Investment)

	Responsible for 
	No staff responsibilities

	Job reference
	10970



	Job Purpose 

	Provide the Inward Investment team with a range of supporting roles linked to systems management, key account management, communications, web and other social media management, content development event management and promotion.  

Specifically:
· Support the development, implementation and maintenance of processes and systems that underpin inward investment enquiry response, key account and asset management activity.
· Undertake project support activity, direct delivery and reporting.
· Support Inward Investment proactive marketing and communications activity, championing the Norfolk & Suffolk Unlimited brand
· Facilitate partner engagement activities. 
· Liaise with internal functions to ensure transparency and alignment of activities.


	Context 

	Norfolk County Council has joined together with Suffolk County Council and the New Anglia Local Enterprise Partnership to create an inward investment service covering the two counties. Created in January 2020 the service is called Invest Norfolk and Suffolk and comprises 4 staff on assignment from Norfolk County Council – including this role – and a secondee from Suffolk.

This post is jointly funded by the 3 partners. Our role is to increase the number and quality of new inward investment enquiries and to land more successful projects than we were achieving previously when the two County Councils managed this function independently. Proactive, targeted promotional work is central to meeting our objectives as we seek to improve our profile locally, nationally and internationally and to continue to understand more about our key assets and opportunities and how these can be used to develop strong propositions and improve a high value pipeline of business investment opportunities. Another major area of work is the account management of existing businesses and managing our relationships with local and national partners – especially the Department for International Trade.








	Accountabilities 

	Support the development, implementation and maintenance of the team’s processes and systems that underpin inward investment enquiry responses, key account and asset management activity, including our Trello system.

	Manage the team’s external communications with partners and other partner engagement activity.

	Manage the teams’ external promotion and awareness raising activity, as directed, including social media and the team’s website (Norfolk and Suffolk Unlimited), monitoring performance and effectiveness and providing regular reports.


	Organise attendance at and deliver of key events, such as trade shows and exhibitions.

	Liaise with suppliers and partners for graphic design and marketing communications output.




Person Specification

	Qualifications:

	Essential
	Desirable

	Degree or equivalent qualification.

	

	Knowledge/Experience:

	Essential 
	Desirable 

	Broad knowledge of the business environment.

	Understanding of some of the key interventions that can be deployed to support businesses.


	Competence with MS PowerPoint, MS word, Excel.

	Understanding of the world of inward investment.


	
	Competence in web design, management and monitoring.


	
	Experience of working in, or with large corporate organisations (especially local government)


	Skills:

	Essential
	Desirable

	Ability to provide clear guidance and support to project partners.

	

	Investigative – able to gather and present key information to build a strong narrative.

	

	Planning skills.

	

	Presentational skills.

	



	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	
Occasional evening and very rarely weekend working. Very occasional need to undertake activity involving overnight stays.

Access to a vehicle is desirable as occasional visits to locations with poor/no public transport may be required. However, access to a pool car is available.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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