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 LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	Start-ups in London Libraries (SiLL) Project Champion
	Grade:

	S SO
SO2

	Reports to 

(Designation):
	
	Grade:
	

	Directorate:
	Community Services
	Section:
	Library & Information


___________________________________________________________________
Main Purpose of the job: 

Start-ups in London Libraries (SiLL) is a business support programme led by the British Library’s Business & IP Centre to support 12,000 Start-up businesses and entrepreneurs across London to develop the insight, skills and confidence they need to start and grow successful businesses. This three-year project will include tailored workshops, networking events and access to the Library’s business collections and resources and will be delivered by a network of 10 London borough library authorities. Each London borough will have its own Project Champion.
The SME Champion will be critical to the success of the project by ensuring that the project achieves the SME outreach and output targets. The person will responsible for coordinating the activities of the libraries within the borough, creating awareness of the services and developing relationships with local stakeholders, business networks and SMEs ensuring their engagement with the Start-ups in London Libraries (SiLL) project. 

The SiLL Project Champion will plan and coordinate all the project activities at the borough libraries; this will include marketing and outreach, organising monthly workshops and producing quarterly reports in line with ERDF monitoring systems and requirements. He/she will also have a good knowledge of the Library’s business services, collections and resources.

The person will require good Excel skills and will need to capture data and produce reports on individual SMEs/beneficiaries. 

This post is funded by the European Regional Development Fund (ERDF)

_______________________________________________________________
Summary of Responsibilities and Personal Duties:

· Responsibility for the delivery, administration and reporting requirements for the SiLL project within the borough.

· Producing regular reports for the SiLL project team to confirm key performance indicators achieved for each quarter; including data from all the beneficiaries entry using Excel. 

· Being thoroughly conversant with the ERDF Project Management Guidance and monitoring systems and ensuring that the SiLL project activities and delivery are compliant with the strict ERDF processes and guidelines. 

· Developing and implementing local marketing and outreach campaigns to ensure that the workshops and events are fully booked and attract the right audience.

· Coordinating the SiLL workshops, networking events and 1:1 advice meetings with beneficiaries/customers.

· Being the central point of contact for all the project activities in the borough the SiLL team at the British Library and other delivery partners. 
Main tasks 

Marketing and Outreach: 

· Develop and run local campaigns, coordinate marketing activity and to ensure that workshops and events are fully booked in advance. Ensure that local marketing opportunities (e.g. council e-newsletters) are fully exploited.

· Develop and update content on the council’s/libraries’ web pages and exploit social media channels. 

· Work with local stakeholders, business support organisations and successful entrepreneurs to raise awareness of the project and harness support

· Work closely with the British Library Project Manager to develop partnerships to increase awareness and use of the SiLL services. 

· Identify local case studies/entrepreneurs who have benefitted from the service to showcase project and illustrate its impact.

Workshop coordination and SME liaison:


· Liaise with the British Library Project Manager to deliver one two-day workshop per quarter in the borough; in addition, manage and run a minimum of two local events per month to attract business audiences and ensure they complete 12+ hours as per the ERDF funding agreement.

· Have a working knowledge of COBRA and be able to assist SMEs with finding relevant information.

· Be up-to-date with support activities and resources available at the Business & IP Centre and refer to these where relevant. 

Project Administration, reporting and compliance: 

· To be responsible for collecting feedback forms at workshops and events and input the data according to the ERDF and SiLL systems and requirements. 

· To enter data, summarise and produce regular reports for the British Library SiLL project team to confirm outputs achieved for each quarter, based on a spreadsheet which confirms, e.g. Businesses Assisted - confirmation of name of business, address, borough & equalities data based on owner/majority ownership of business (gender, disability and BAME breakdown).

· To attend to regular meetings with the SiLL project team to update on progress and to discuss potential opportunities and issues

· To work closely with the SiLL Project Officer to ensure that the borough libraries follow robust monitoring and reporting systems.  

· To record all project activities and interactions with SiLL participants, including the maintenance of electronic and hard-copy filling systems in line with the ERDF filing and monitoring systems. 

Internal Contacts: These include 

· External Contacts: This will include Work with local stakeholders, business support organisations and successful entrepreneurs to raise awareness of the project and harness support.  British Library

To carry out the duties of the post with due regard to the Council’s relevant codes and procedures.

All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.

Undertake other duties, commensurate with the grade, as may reasonably be required.

Consideration will be given to restructuring the duties of this post for a disabled postholder
THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE TO MEET THE CHANGING NEEDS OF THE SERVICE.

Number of  fully managed staff:

Title:





Grade


No of posts

Number of partially managed staff:

Title:





Grade


No of posts

PERSON SPECIFICATION
JOB TITLE: Start-ups in London Libraries (SiLL) Project Champion

POST NO:
DEPARTMENT:
Library & Information Service




GRADE:  SO2
Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.
Please ensure that Equality and Diversity issues are addressed specifically in relation to the role for which you are applying when addressing the requirements of this person specification where appropriate.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

Equality & Diversity

Awareness of and a commitment to Equality of Access and Opportunity in a diverse community

S
Understanding of how equality and diversity relates to this post                                                                S
Knowledge
· Knowledge of the business support sector S
· Of project management S
Aptitude

· Pleasant and open manner, with the confidence to deal with entrepreneurs, business partners, stakeholders and the general public
· Demonstrate initiative and a “can do” attitude

· To be adaptable and provide cover for the rest of the team where and when necessary.

· Interest in and desire to support entrepreneurs from diverse backgrounds.

Skills
(Skills can only be used as shortlisting criteria if the skill is to be tested)

                          
(To Be Tested – S)
Excellent Microsoft Office skills
Good communication skills
Excellent coordination skills
Good presentation skills
Experience

Of producing and presenting reports
S
Of using Excel to record data and produce reports S
Of European Regional Development Fund (ERDF) projects or similar EU or Non-EU funding programmes.S 

In marketing, including social media S
Of working in a London borough and/or library authority S
Of project working S
Of team working S
Of working with multiple stakeholders S
General Education

To be literate and numerate
Personal Qualities

Attention to detail
Pleasant and open manner, with the confidence to deal with entrepreneurs, business partners, stakeholders and the general public
Demonstrates initiative and a “can do” attitude

Interest in and desire to support entrepreneurs from diverse backgrounds.

Circumstances
This post will include occasional early morning and late evening work.

DBS Disclosure Required?      No                       Basic              
[image: image2]Enhanced                  

(Tick as appropriate – guidance available from your HR Advisor)
Physical

Generally candidates must meet the standard Lewisham requirements for the post  






















