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Job Specification 

Braintree BID – Co-ordinator 
Job Purpose:

The Co-ordinator will manage the BID office, provide administrative support to the BID team and assist in delivering the BID projects. 
Duties and Responsibilities:

1. To be responsible for all BID office management activities

· Dealing with general post, telephone and email enquiries

· Monitoring the BID budget

· Dealing with complex queries and complaints
2. To provide administrative support to the BID team

· Maintain company information 

· Taking minutes of meetings

· Organising meetings and appointments

· Maintaining the BID contacts database

· Managing mail outs
· Logging and filing articles and press copy

· Writing letters and documents 
· Completing any other administrative tasks and filing
3. To assist the BID Executive Officer in managing activities in the town centre including street entertainment and events

· Acting as a main contact point for businesses, performers, event organisers and statutory agencies

· Maintaining bookings and any relevant documentation

· Assisting the team in planning and operating BID related events and projects
· Assisting with event publicity

· Identifying activities which would enhance customer experience of the town centre
4. Other duties as requested by the BID Executive Officer or senior staff.
BID Co-ordinator Person Specification

We are committed to providing the best possible BID service to the levy paying businesses and their employees, as well as visitors. To achieve this, we aim to ensure that the Co-ordinator has the standard of skills, knowledge and experience in the Person Specification noted below.
	Criteria

	ESSENTIAL
	DESIRABLE

	Education

	GCSE or O level in Maths and English or equivalent
	A qualification in administration

	Experience & Knowledge

	At least 18 months experience in a similar role
	Knowledge of Braintree town centre

	Experience of office management procedures
	Experience of budget management

	Experience of organising events and marketing activity
	Knowledge and understanding of BIDs

	Strong IT Skills in MS office (Word, Excel, Outlook)
	Database creation and development

	Website content management
	

	Database management 
	

	Social media skills
	

	Excellent organisational and planning skills
	

	Skills

	Excellent Communication skills both verbal and written
	Problem solving and analytical skills

	The ability to communicate with a diverse range of people using appropriate methods
	The ability to work under pressure

	Be able to encourage local businesses to appreciate the

longer term benefits of putting something back into the local business community
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