[bookmark: _GoBack]SURREY HEATH BOROUGH COUNCIL
JOB DESCRIPTION

Economic Development Apprentice
	Service
	Transformation
	Post Title
	Economic Development Apprentice
	Post No.
	Click here to enter text.
	Responsible to
	Teresa Hogsbjerg


	Job Purpose

	The Economic Development apprentice will support the delivery of the Economic Development Strategy working on all aspects of delivery of the service including meeting business, administration of the shop fronts grant scheme, team support and administration, supporting project delivery

Working along side other teams across the council, including Investment and development, Commercial property, Strategic Planning to support economic growth across the Borough



	SUPERVISORY RESPONSIBILITY
	None

	IMPORTANT INTERNAL RELATIONSHIPS
	Economic Development team members, wider transformation team members, marketing and communications, planning, finance, community development

	IMPORTANT EXTERNAL RELATIONSHIPS
	Local Business community, Surrey Economic Development Officers Network, Enterprise M3, Business Associations



MAIN PURPOSE OF JOB
	Knowledge & Expertise

	
· Day to day administrative support of the Economic Development team
· Support with data capture and research regarding the economy
· Promote the work and support provided by the Economic Development team

	




	Creativity & Innovation

	· Investigate potential opportunities in Inward Investment potential for Surrey Heath
· Research new ideas and potential projects

	



	Financial Accountability

	· Support the team in delivering programmes, projects and events within budget

	



	Communication

	· To deal with internal and external queries in a professional manor
· Have confidence to pick up the phone and speak to people inside and outside of the organisation
· Be able to speak about their role and their work within meetings with internal and external colleagues 
· Be confident in writing emails for both internal and external audiances

	



	Impact upon the Organisation and the Community

	· Support the Wider transformation team, including Investment & Development and Commercial Property in delivery of their projects
· Support the local business community




	Management & Supervisory Responsibilities

	None

	



	Initiative and Independent Action

	· To have a positive approach to day to day work, able to work with a team and individually 
· Be self-motivated, able to take instruction and willing to learn from others
· Able to use own initiative

	



	General

	· To assist in the day to day administration of the Economic Development and wider Transformation Service area
· To carry out other duties commensurate with the grade of this post as and when required

	



