



SEFTON METROPOLITAN BOROUGH COUNCIL

Job Description


Department:			Economic Growth & Housing

	
Location:				Magdalen House-Bootle

Please note: A hybrid working model is in operation at Sefton Council with staff working from home and in the office during the working week. This job currently requires the post-holder to work from the office a minimum of 1 day per week. This is subject to change depending on Council policy and InvestSefton work priorities.

Section:			Invest Sefton	

Post Numbers: 		20050/20051/20052

Post: 				Business Growth Adviser

Hours:			Full-time 36 hours per week 
(Part-time considered. Minimum of 21 hours per week)
	
Grade: 			Grade I           	

Job Evaluation no:  4044

Fixed term until 31 March 2027 
						

Responsible to:	Business Development Manager (Business Growth & Enterprise) 

Responsible for: 	No staffing responsibilities
						


Job Purpose
The post holder will play a key role in delivering the Sefton Economic Strategy by providing advice and direct support to Sefton businesses, helping them to identify and take advantage of opportunities for business growth. The post holder will be required to provide support to a minimum number of businesses per quarter. Meeting this quarterly target is a core aspect of this position.
Main duties
1. To provide business advice and guidance to micro, small and medium sized businesses in Sefton 

2. To deliver support in line with delivery programme guidelines. This includes meeting quarterly targets for the number of businesses receiving support and completion of all required paperwork to a high standard including a full diagnostic with each business to identify areas of the business where support is needed.

3. To provide direct support in one of the areas identified within the diagnostic including (but not limited to):

· Production of business plans and cashflow forecasts
· Production of marketing plans
· Advice on tender submissions including review of unsuccessful submissions
· Guidance on investment readiness

4. Account management: The role will manage caseload of new and existing businesses, providing ongoing assistance by email, phone and in person, keeping them updated about new opportunities for business growth as they arise.

5. Refer businesses to other publicly funded support providers, managing the referral and remaining a key point of contact throughout the process.

6.	Assist with the delivery of the InvestSefton events programme to support business engagement and drive referrals for business support. This will include public speaking.

7.	Represent the team at partner meetings and networking events across Liverpool City Region to generate business referrals to InvestSefton.and maximise external support available to Sefton businesses from other programmes.

8.	Provide regular analysis i.e. information/statistics/case studies and feedback to support the promotion of the InvestSefton service.

9.	Commit to a ‘One Council’ approach to business support by developing close links with other Sefton Council business-facing departments, ensuring a ‘cohesive and business friendly’ approach to dealing with business enquiries.

10.	Monitor economic trends and intelligence to help support Sefton businesses, inform Council growth strategies and identify emerging business opportunities or risks.

11.		Provide support to the development and implementation of the Sefton Economic Strategy, Corporate Performance and Service Plan.

Special Conditions


· A flexible working time system is currently in operation. There will be some working outside of normal hours. 

· The appointed post holder will be responsible for their own continuous personal development and is expected to undertake mandatory training and self-learning for the purpose of improving their own knowledge and the service that they are able to provide to Sefton businesses.

· The post is designated as an Authorised Casual Car User.


General

This job description is a representative document. Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading. The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

	All staff have a duty to take care of their own health and safety and that of others who may be affected by their actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

	The Authority has an approved Employment Equality Policy and copies are available to all employees. The post holder will be expected to comply with, observe and promote the Council’s Employment Equality Policy.

This post involves having access to confidential information. The post-holder must always exercise discretion and observe relevant codes of practice and legislation in relation to data protection and personal information.

Note: 	Where the post-holder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all duties of the job. 




[image: A grey and white logo

Description automatically generated][image: A blue rectangle with white letters

Description automatically generated]






SEFTON MBC PERSON SPECIFICATION

Title of Post: Business Growth Adviser 	Post No: 20050/20051/20052

Department:	Economic Growth & Housing- InvestSefton

	PERSONAL ATTRIBUTES REQUIRED
	ESSENTIAL/DESIRABLE 
	ASSESSMENT METHOD

	Qualifications

	1.
	Degree or equivalent in business support related subject.
	D
	Certificate of attainment/
Interview

	Experience

	1.
	Previous experience of delivering 1:1 business advice and support to SME businesses in all of the following areas: marketing advice, business planning, cashflow forecasting and tendering support.
	E
	Application form/interview

	2.
	Demonstrable experience of writing and submitting detailed high-quality paperwork to evidence provision of business support.
	E
	Application form/ Interview

	3.
	The ability to work autonomously with minimal supervision, manage own diary and workload to ensure challenging targets are met within agreed timescales.
	E
	Application form/ Interview

	4.
	Experience of running a business or general management which included financial, marketing and operational responsibilities.
	D
	Application form/ Interview

	5.
	Knowledge of Sefton’s economy, key industry sectors & opportunities, local, regional & national business support providers.
	E
	Application form/ Interview

	Skills/Knowledge/Aptitude

	1.
	Knowledge and experience of Word, Excel, social media platforms and web information systems
	E
	Application form/ Interview

	2.
	Ability to advise and work with a broad range of individuals and business owner/managers at all levels.
	E
	Application form/ Interview

	SPECIAL REQUIREMENTS

	1.
	Able and willing to work outside of normal hours.
	E
	Interview

	2.
	[bookmark: _Hlk209099686]This post requires site visits to business clients. Ability to travel to appointments is essential.
	E
	Application form/ Interview

	3.
	The post holder is expected to undertake mandatory training and self-learning to improve their own knowledge and the service that they provide to Sefton businesses.
	E
	Interview




Prepared by:               Mike Mullin

Designation:               Service Manager- Business Support & Investment

Date:                            December 2025
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