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Newham BID Manager - Job Description

The purpose of this job description is to indicate the general level of responsibility and standards expected.  The detailed duties may vary or develop over time according to needs without changing the nature or level of responsibility of the post.

POST:



BID Manager

EMPLOYMENT:
Employed by Totally Truro Limited
(not for profit company limited by guarantee) OR 

Self-Employed Consultancy Contract
OVERALL PURPOSE:
To manage Newham Business Improvement District (BID) ensuring that the projects set out in the BID Final Business Plan are delivered efficiently and effectively 
RESPONSIBLE TO:
The Newham BID Committee and Totally Truro Board of Directors. Line Managed by the Newham BID Chair
Key Job Responsibilities:

· To manage the successful delivery of the projects and services within the five-year Newham BID business plan and to measure and monitor performance 
· To be the primary point of contact for the BID and its 145 levy paying organisations engaging with them and representing their interests
· To engage with and develop relationships with other key stakeholders including statutory providers and sub-contractors, where relevant

· To communicate with levy payers through e-alerts, newsletters, face to face visits, phone calls and meetings

· To champion the interests of Newham and the levy payers on the industrial estate lobbying where necessary to achieve the best deal for businesses

· Where appropriate, to identify and develop new projects beyond those set out in the BID proposal subject to business interest, need and budgets
· To coordinate quarterly Newham BID committee meetings, preparing appropriate paperwork, giving updates, putting forward recommendations and undertaking administration
· To liaise with Truro BID on company governance including financial and legal matters, organisation of the annual general meeting and appointment of Board Directors
· To secure additional resources such as voluntary contributions from property owners and developers, and/or seek grant funding/sponsorship opportunities
· To maintain the BID contacts database and making regular updates from Cornwall Council’s ratings information and to liaise with the revenues team on the collection and transfer of BID levy income
· Overseeing a successful ballot for a fourth five-year term in 2028
Person Specification:

· Excellent communicator with good written, oral and presentation skills

· Influencing, mediation and negotiating skills
· Organised and structured approach to project delivery

· Trustworthy and reliable
· Ability to develop positive and professional relationships with a range of public & private sector stakeholders

· Flexible, innovative and energetic approach to problem solving

· Ability to work under pressure and to strict deadlines

· Ability to work on own initiative without supervision managing own time and workload
· Ability to recognise and effectively manage conflict

· Ability to understand and respond appropriately to political and other sensitivities

Experience:

· Successful track record in project management
· Experience of working at a strategic and operational level
· Working effectively with key stakeholders across public, private and voluntary sectors
· Working with small to medium businesses
· Administrative and financial/budgetary experience
· Working with non-executive board directors and committee members

· Experience of good governance protocols

Knowledge:

· An understanding of local government 
· An understanding of the BID process
· Knowledge of sources of funding
· Knowledge of private, public and voluntary sector 
· Commercial awareness
· Real understanding of and commitment to consultation and active participation from businesses

· Wide understanding and knowledge of monitoring and evaluation processes

· IT literate 
Behaviours

Resourceful
· You apply expertise, solve problems, and make improvements to deliver the best possible customer outcomes. 

· You plan and organise your work and manage your time effectively. 

· You gather relevant information, analyse it and make timely informed decisions in the course of your work. 

· You are flexible and adaptable. 

· You respond constructively to change. 

· You demonstrate financial awareness relevant to the job you do. 

· You use your initiative and are creative in problem solving. 

· You deliver results and demonstrate commitment to serving customers.
Personal Responsibility

· You take responsibility for your work, your environment, and your development. 

· You acknowledge errors, report them as appropriate and play your part in addressing them. 

· You appropriately challenge unhelpful behaviour. 

· You seek feedback and review your own contribution. 

· You are open to change and improvement. 

· You take responsibility for your development. 

· You are enthusiastic about and take pride in your work. 

Engaging Leadership

· You create a healthy and engaging working environment by building trusting and supportive relationships, encouraging development, recognising achievement, and tackling underperformance. 

· You give clear direction, you delegate appropriately, and you provide a supportive environment in which colleagues can learn, grow and take responsibility. 

· You take opportunities to influence and contribute to strategic planning and development.
Please note this role could be carried out on an employed or self-employed basis through a dedicated individual. 
An office on Newham is available for use by the successful candidate or a working from home arrangement would equally be possible. 
The post-holder will be required to visit Newham regularly to carry out this role.
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