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Job Title:  Business DevelopmentManager

Repor ng to: Head of Service – Learning and Skills Na onal Accounts

Core purpose:

This role will be iden fying new business opportuni es within both Levy and Non‐Levy 
employers, focusing predominantly on the recruitment and de livery of appren ceships and 
traineeships by:

· Recruitment of new levy and non‐levy customer accounts for learning and skills
· Mee ng clear KPIs for monthly perform ance targets in order to maximise quality 

learner enrolments per month
· Maintaining effec ve use of resources to maximise income whilst delivering high 

quality provision
· Crea ng and maintain frui ul rela onships with employers and individuals in order 

to effectively iden fy their training requirement s and maximise business new 
business opportuni es

· Proac vely research and iden fy poten ally relevant accounts to secure new 
business delivery in line with required growth plans

· Ac vely market, promote and engage with eligible employers  and learners to 
generate appren ceship and traineeship enrolments

· Suppor  ng delivery of budget and contracts by working collabora vely with the 
opera onal team to ensure the  mely and effec ve delivery of provision

· Ensuring all employers are provided with a high‐quality service that meets all their 
needs, including providing other products as required

· Performing needs analysis where necessary to ascertain every employer’s 
requirements

· Ensuring an up to date knowledge of relevant policy and funding changes, and 
relevant employer requirements

· Assis ng with marke ng , regional and na onal business development ac vi es, as 
directed by line manager

Principle accountabili es:

· Undertake in‐depth employer organisa onal needs analysis  with all employers 
engaged with in order to iden fy key areas such as what training is necessary to
upskill employees

· Formulate training  and appren ceship proposals in line with organisa onal
requirements , communica ng employer  agendas to relevant stakeholders

· Generate appropriat e employer and learner enrolments, through  dedicated 
marke ng ac vity, engagement with partners and stakeholders, as well as self‐
generated leads for appren ceship and traineeship engagement

· Devise effec ve strategies to promot e maximum engagement of learners
· Develop and foster new business rela onships at a senior level by researching, 

iden fying and a ending regular networking and partnership events
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· Sustain rapport with own generated accounts through regular perso nal visits, 
exploring specific needs and an cipa ng new opportuni es

· Manage the new appren ce recruitment service
· Develop and nurture s takeholder and partnership relationships to generate a 

consistent flow of employer and learner referrals – engagement with local chambers 
of commerce to ensure tha t Ixion is well represented at the chambers events and 
listed on their services

· Represent Ixion at external client mee ngs, and represent the learning and skills 
division at internal mee ngs with other company func ons  in order to promote 
business development

· Effec vely communicate  and nego ate internally and externally to facilitate the 
development of profitable business , quality delivery,  and sustainable rela onships

· Manage and formulate an employer database to collate and record the work 
undertaken in rela on to appren ceship and traineeship delivery

· Maintain relevant data systems
· Ensure accurate and  mely progress reports are produced  to ensure relevant 

stakeholders are fully informed of delivery and outcomes
· Line management responsibility for one member of the employer engagement team

General responsibili es:

· Ensure that you work to the Ixion Group ’s vision, values, objec ves and priori es ,
and are strongly commi ed to them

· Promote the principles of equality and diversity and ensure that the principles of the 
Equality and Diversity Policy are always fully applied

· Understand and be commi ed to a ll personal responsibili es under Health and
Safety and Safeguarding procedures, and ensure that the policies are always adhered
to 

· Ensure that the Code of Conduct, Data Protec on, Harassment and Bullying, 
Confiden ality, An ‐Fraud, Data Security and all other policies of the Company are 
always fully applied 

· Strictly adhere to all Ixion processes and procedures
· Ensure individual exper se and subject area knowledge is up to date through 

con nuous personal development, including sharing good prac ce, engaging with 
training, and acquiring / maintaining any individual qualifica ons to benefit the role

· To be willing to make use of contemporary research t o improve working prac ces
· Work flexibly in the field and across offices, as and when directed by line manager
· As necessary, and in addi on to the above, undertake other ac vi es commensurate

with the nature of the post. 

Core competencies:

All Ixion employees are required to demonstrate the following core competencies:

· To be able to manage workloads effec vely – self‐management
· To be able to develop and maintain produc ve relat ionships with your team, 

managers, clients, partners, sub‐contractors , and any other key stakeholders  ‐ 
rela onship management
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· To be commi ed to understanding c lient aspira ons in order  to fully support their 
needs to maximise outcomes ‐ customer focused.

A tudes and behaviours:

· Represent Ixion in a professional manner on all occasions
· Demonstrate ini a ve and lateral thinking
· Strive to improve prac ce  through crea ve and innova ve con nuous improvement
· To work collabora vely and maintain and promot e effec ve communica ons and

share good prac ce across the organisa on.

Experience and qualifica ons required

Essen al:

· Experience of working within a similar Business Development / Account Manager role 
within the training industry

· Experience of developing rela onships, influencing and nego a ng with senior 
managers and Boards to secure sales opportuni es

· Ability to gain credibility and establish effec ve relationships with employers
· Proac ve mindset with ability to use own ini a ve to deliver outstanding performance 

under pressure
· Experience of developing and implemen ng account management strategies
· Advanced communica on skills
· Ability to priori se and manage workload , with excellent time management and 

organisa onal skills
· To be solu on focused and proac ve in the engagement of prospec ve employers
· Sound knowledge of regional local labour market and demographics
· Demonstrable experience of sharing, presen ng and cascading knowledge on a regular 

basis to a range of audiences
· Under standing of the variety of training opportuni es available to employers and 

learners
· Work effec vely as a member of a team to develop innova ve and crea ve approaches 

to meet the needs of employers
· Good understanding of government fund ing legisla on
· Sense of humour
· Full, clean driving licence and use of a vehicle
· Willingness to travel extensively throughout specific geographical areas as directed by 

line manager
· Excep onal sales, marke ng and networking skills
· To competently use I T across a range of Microso  applica ons to produce documents, 

spread sheets, publicity materials and other relevant documenta on as requ ired.
___________________________________________________________________________
______

Ixion is commi ed to safeguarding and promo ng the welfare of all customers including 
learners and employers, and it is mandatory  for all staff to share this commitment.



Employer Business Engagement
Manager IXION Job Descrip on July 2016 Page 4 of 4

All roles will require a basic DBS Disclosure check due to the nature of the work to be 
undertaken. 


