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BRECKLAND COUNCIL 

JOB EVALUATION SCHEME 

JOB EVALUATION : JOB PROFILE 
 

(Blank pro formas are available on the “Keep” directory of the IT system) 
 

BEFORE COMPLETING THE JOB PROFILE YOU SHOULD READ THE “GUIDANCE 
NOTES ON COMPLETING JOB PROFILES” 

 
This form should be completed by the line-manager in conjunction with the post-holder.  
To ensure a post is evaluated fairly and accurately it is important that ALL the 
information requested is provided. 
 

JOB TITLE: 
 
Economic Development Officer (Trainee) 
 

POST NO: 

JOB PROFILE PREPARED BY: 
 
Mark Stanton/Lindy Warmer 
 

DATE: 
 
December 2008 

CONTACT WITHIN SERVICE/FUNCTION AREA IF FURTHER INFORMATION IS 
REQUIRED BY THE JOB EVALUATION PANEL: 
Mark Stanton/Lindy Warmer 
 

INFORMATION PROVIDED SIGNED AS AGREED: 
 
JOB HOLDER:       DATE: 
 
SERVICE MANAGER: Mark Stanton     DATE: 
 
PORTFOLIO MANAGER: Ray Johnson    DATE: 
 

CHECKLIST:  tick the boxes below to confirm that you have provided/attached ALL of 
the following –  
 

• Job profile, fully completed, including “examples” where required   
 

• All the necessary signatures 
 

• Organisation chart 
 

• Job description 
 

• Person specification 
 

• FOR EXISTING POSTS ONLY – a detailed explanation of the 
changes which have occurred to necessitate the duties being 

 re-submitted for evaluation  
 

 
NOW SEND ALL DOCUMENTATION TO HUMAN RESOURCES 
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TITLE: 
 
Economic Development Officer (Trainee) 
 

POST NO: 

PORTFOLIO: 
 
Services 
 

SERVICE AREA: 
 
Economic Development 
 

REPORTS TO (Job Title): 
 
 

SUPERVISES (give job titles and the number of posts in each category): 
 
n/a 
 

JOB DEMAND LEVEL: 
 
Indicate the level from 1 to 8 
 
 

ORGANISATION CHART: 
 
Attach an up-to-date organisation chart showing the post’s position within your Portfolio/Service area 
 

MAIN PURPOSE OF JOB: 
 
This post will work on behalf of the Economic Development Service in the successful delivery of the 
Rural Enterprise Valley phase 2 Programme.  This will include technical and administration support for 
the development of the Programme during 2009/10 and its subsequent delivery over 2009/20, 
2010/11 and 2011/12.   
 
Working within clear limits, the post holder will have the freedom to act in non-routine work dealing 
with a wide range of economic issues that enable businesses to become more viable and promote 
future growth in a sustainable way.   
 
An enthusiastic self starter, the job holder will be employed as a trainee and will be assisted in their 
professional development through training for a Postgraduate Certificate in Local and Regional 
Economic Development.  The post holder will be able to use his/her current work as the area for the 
practical application of their learning outcomes, as well as a source to enhance course work.  The post 
holder will become an integral part of the effective running of the Economic Development service and 
contribute towards the Council’s entrepreneurial aims 
 
 
 
 
 

    2 
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KEY TASKS: 
 
 
1. Provide assistance to support projects of significant strategic importance (i.e. 

REV phase 2) and assist where possible, in the preparation of research, 
business planning and bids for funding.   
 

2. Research, gather and maintain intelligence and economic information to identify 
common business needs.  Create and maintain a ‘trade’ database of all relevant 
business sectors and make available to the service. 

 
3. Assist the team generally in the development of economic projects and schemes 

that will play a major part in improving the local economy.  
 
4. Assist the team dealing with incoming business enquiries and with the provision 

of a comprehensive brokerage service pertinent to the needs of the business 
community.   

 
5. Assist with the organisation and facilitation of business events appropriate to 

local business needs and assist partners in providing dedicated networking 
groups, forums and meetings, creating a communications service for all sectors.  

 
6. Act as facilitator and main point of contact for the Thetford Manufacturing Club; 

liaise with members, speakers and venues.  Generate and distribute a monthly 
newsletter and update members on specific issues as they arise, promote 
business to business collaboration. 

 
7. Proactively present and highlight alternative and new support services and 

organisations and bring these to the attention of businesses within the District. 
 
8. To assist with the purchase of all goods and services required by the Section 

through the Integra System, ensuring all GRN targets are met and procurement 
guidelines are adhered to. 

 
9. To undertake such other duties and responsibilities appropriate to the post as 

may be considered relevant by the Head of Economic Development. 
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KNOWLEDGE, SKILLS AND EXPERIENCE: 
 
The post holder will be educated to a minimum of A level, equivalent HNC or have at least two year’s 
experience in an economic development related role to meet the requirements to allow for entry to the 
Institute of Economic Development Post graduate Certificate in Local & Regional Economic 
Development professional training course.  The post holder will have a developing knowledge and 
interest in the dynamics of economic and local and regional economies, structures and strategies and 
operational practice. The development includes achievement of the Post Graduate Certificate in local 
and regional economic development. 
 
The post holder will have theoretical plus practical and procedural knowledge across the economic 
development area, but must be prepared to develop these skills and knowledge as per the 
requirements of the trainee position. 
 
Essentially the post holder will be a versatile and creative self-starter, excellent communicator both 
face to face and over the telephone with people of all levels, well organised, self-motivated and able to 
exercise discretion at all times.  The post, being of a relatively complicated and sometimes sensitive 
nature requires the post holder to have the ability to deal with a wide range of multiple and complex 
tasks across a range of different activities using common sense and tact.  S/he will take minor day to 
day decisions but with the requirement to seek advice from a higher authority for those of a more 
major nature. 
 
Other areas within the Council, outside your own, of which you require an understanding 
 
The post holder must understand the full remit of the Economic Development function; liaise directly 
with the Asset Management, Financial services and Planning sections and have knowledge of other 
areas of the Council as befits the requirements and nature of enquiries and projects within the service. 
 

 
COMPLEXITY AND CREATIVITY: 
 
Complexity:   The post holder will work on a considerable range of tasks in a specific technical area 
some of which will be more complicated work involving considerable work related pressure (e.g. from 
deadlines, interruption, conflicting demands on the job holder and lengthy periods of concentrated 
mental attention).  S/he will have to seek solutions to problems outside their field of work or more 
complicated work which may involve interruption and conflicting demands.  The post holder will be 
required to manage their time effectively and be expected to undertake learning and training to 
become, in the long term a professional EDO.  
 

Example:  The post holder will work on behalf of the service to research, gather and maintain 
intelligence and economic information to identify common business needs creating and maintaining a 
‘trade’ database of all relevant business sectors and make available to the service.  The business 
support market place is technical and specialised and the offer to support business at present albeit 
under review is confusing with the multitude of organisations and different projects, schemes and 
initiatives. Therefore the post holder will be required to understand the technicalities of the business 
support that is available, and understand the needs of the business and match these appropriately. 
 
 
Creativity: The post holder will be required to use imaginative and interpretative thinking, to find 
solutions to problems by initiating new ideas, identifying and developing new opportunities within the 
remit of business support and business grant projects identified by the service. 
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Example: Working together is seen as a significant way to increase the competitiveness and 
collaboration between businesses. The post holder will be required to design and promote imaginative 
and interpretative thinking to initiate new ideas on networking and bringing businesses together to 
collaborate on common issues.  Encouraging businesses to attend seminars, workshops and 
networking opportunities is always difficult and therefore the post holder will have to be astute in 
designing suitably timed and relevant opportunities for the business community to obtain maximum 
benefit from the events attended. 
 

 
JUDGEMENT AND DECISIONS: 
 
Advice and discretion: The post holder will be involved in setting and delivering operational 
objectives and targets which fall within the remit of the post.  There is scope for initiative and s/he will 
make day to day decisions but will refer to higher management on more important judgments and 
decisions which fall outside agreed objectives or own functional area. Due to the large variety of tasks 
that will be undertaken and the supportive function of the role the post holder will be required to 
decide on the optimum use of his/her time to effectively and efficiently prioritise tasks to meet the 
sometimes changing activities within the service area. 
 
Example of decisions taken:  The post holder will be entirely responsible for researching, setting up, 
managing and delivering a trade style database which can be used for economic development 
surveys, communications, and intelligence.  S/he will be required to make a decision on what they 
believe needs to be included to ensure the database is relevant to the needs of the service, efficient 
and maintained in line with the requirement of the Head of Economic Development.   
 
Example of decisions referred to line-manager: The post holder will at times be involved in work of 
a sensitive nature, i.e. tenders for consultancy, business issues/concerns referred to economic 
development.  Due to the nature of some of these issues referral to a higher authority before dealing 
with the originator will at times be necessary. 
 
Impact:   This is a forward facing role from the outset and the post holder will be required to make 
decisions that have some effect on other services areas in the same field of activity, such as planning 
and environmental issues, and will be required to ensure actions are taken swiftly to meet all team 
targets and obligations.  
 
Example:  S/he will be required to assist with the organization and facilitation of businesses events 
appropriate to local business needs and assist partners in providing dedicated networking groups, 
forums and meetings, creating a communications service for all sectors.   A full working knowledge of 
the economy of the district, excellent communication skills, good rapport and earned respect will be 
crucial in order for the post holder to fully engage and be accepted by the business sector. 
 
 

 
CONTACTS AND COMMUNICATIONS: 

 
 

                          external plus                            internal      = 
 
 
 
Contact will mostly be external at Proprietor/Managing Director level within businesses dealing with 
sometimes complex or personal information, over the phone or face to face to offer business support 

80%   20% 100% 
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and guidance and/or information on other initiatives offered by Economic Development.  
  
Within delivery organisations and agencies, contact will be from adviser to middle management level.  
 
Internally, contact will be across the board including Member level.  Consequently the post holder will 
be required to communicate at several different levels and in several different methods, face to face 
meetings, providing presentation at events, and in written format through the production of minutes, 
occasional reports and quarterly newsletters.   
 
 

SPECIAL FEATURES: 
 
The post is in effect a professional trainee, but one that requires reasonable knowledge of economic 
development issues from the outset.  The basis of progression will be satisfactory attainment of 
personal targets whilst working through the post graduate certificate in Local & Regional Economic 
Development. 
 

 
 


