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JOB DESCRIPTION  

 
 

Post: Account Manager- Education & Business  

Grade:  5 

Hours:  37 hours per week 

Location:  Home Based but, with frequent travel in D2N2 region   

Report to:  Contract Manager – Unlocking Potential Hub 

 
JOB PURPOSE: 
 

The purpose of this role is increase the capability of the SME sector to engage in sustainable 

relationships with schools through the Unlocking Potential Hub project.  

You will create and deliver activities that engage SMEs and inspires and prepares young people for 

the world of work which in turn allows them to attain the skills and insight needed to make better 

informed decisions about their careers and their futures. 

Support will be channelled through a digital platform, which will act as a primary point of access 

(PPOA) for SMEs, school staff, young people and parents to engage with the programme.  

 
DUTIES AND RESPONSIBILITIES  
 

1. Focus on identifying, engaging and recruiting SMEs in key local sectors.  

2. Engage employers through events, networking with follow up to raise awareness and generate 

self-referrals from SMEs.  

3. Offer assessments of the organisation in terms of their existing ability and experience providing 

careers opportunities.  

4. Work with the employer to enable them to offer sector expertise and input this into the 

Unlocking Potential Hub website. 

5. Build capacity to provide project/placement/internship opportunities and enhance the 

contribution of advanced skills to SME growth. 

6. Participate in activities that showcase career pathways and progression opportunities, for 

example through careers events/fairs school enterprise days, site visits and any suitable 

expose for young people that will be designed as appropriate. 

7. Work with SMEs to build their involvement gradually, sustainably and confidently. E.g. to start 

with delivering a presentation in an assembly and build and develop the capacity to offer a 

work placement. 
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8. Contribute to activities that simplify the careers and employability offer by encouraging 

collaboration between different organisations and ensuring information about activities and 

associated resources are easily accessible. 

9. Contribute to the partnership and steering group meetings – sharing best practise and working 

with partners to ensure continued cohesion and collaborative working throughout the project. 

10. Make suggestions and contribute to the creation of a marketing and communication plan and 

development of collateral 

11. Ensure all paperwork work is accurate and submitted in line with ESF contract requirements.  

12. Collaboratively work with other Futures teams and divisions, partner agencies and 

organisations, to develop and coordinate delivery of tailored services. 

13. Maintain accurate database records in line with GDPR guidelines  

14. Compile monthly reports on progress of the project highlighting areas of concern and risks 

15. Represent Futures positively within the community 

16. Positively promote Futures services and brand 

STANDARD RESPONSIBILITIES FOR ALL POSITIONS: 

1. Participate in any staff review/performance management processes involving the identifying 

and meeting of training needs for self and others.  

2. Take appropriate responsibility to ensure the health and safety of self and others.  

3. Pursue the achievement and integration of equal opportunities throughout all activities. 

4. Undertake any other tasks and responsibilities appropriate to the level of this post. 

5. Comply with all Futures policies and procedures 

6. Futures is committed to safeguarding and promoting the welfare of children, young people and 

vulnerable adults and expects all staff to share and promote this commitment. An enhanced 

DBS check is required for this role. 

COMPANY POLICY: 

1. Promote and uphold equal opportunities policy and procedures, actively promoting equality 
and seeking to challenge and overcome disadvantage and discrimination. 

2. Commit to and demonstrate behaviours based on Futures’ Values. 
3. Develop and maintain own professional knowledge, skills and experience, including formal 

training, CPD, networking with fellow professionals and self-reflection in order to improve 
practice. 

4. Ensure a personal commitment to Customer Care and the Futures’ reputation for excellence. 
5. Comply with safeguarding requirements in accordance with legislation and policy. 
6. Ensure the exchange of relevant information between partners takes place, ensuring the 

customer/client has given consent and that data protection requirements are complied with. 
7. Undertake any necessary administrative/ICT duties in line with role. 
8. Take reasonable care for the Health & Safety of him/herself and of other persons who may be 

affected by his/her activities and, when appropriate, safeguard the Health & Safety of all 



 

‘The Unlocking Potential (Hub) Project is part funded by the European Social Fund (ESF)’. 

persons under his/her control and guidance in accordance with the provisions of Health & 
Safety Legislation. 

9. Undertake any other duties, which may reasonably be regarded as within the scope and 
responsibilities/grade of the post as defined, subject to the proviso that normally any changes 
of a permanent nature shall be incorporated into the job description in specific terms.  
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Person Specification 

 

POST Account Manager- Education & Business 

GRADE: 5 

 

 
Essential Desirable 

Method of 
Assessment* 

Education/Qualifications    

Level 3 in Careers advice and Guidance (min.)   A 

Level 2 English and mathematics (min.)   A 

Experience, Skills & Knowledge    

Knowledge of the Careers IAG in schools   A 

Demonstrable experience of leading the delivery of 
programmes or projects with multiple stakeholders.(E) 

  A, IV 

Excellent communication and interpersonal skills, with the 
ability to persuade a variety of audiences and encourage 
others to use new ways of working. (E) 

  A, IV 

Recent experience of initiating and maintaining effective 
employer relationships 

  A, IV 

Good interpersonal skills, ability to develop strong working 
relationships internally and externally.  

  A, IV 

Awareness of local, regional and national priorities for 
employment and skills provision  

  A, IV 

Excellent judgement and the ability to problem solve 
quickly and effectively  

  A, IV 

Demonstrable experience of building and delivering an 
accurate pipeline of activity to achieve challenging targets 
and KPIs 

  A, IV 

Demonstrable analytical, written and verbal communication 
skills – including the creation of reports, proposals and 
presentations to individuals and groups 

  A, IV 

Collaborative and team player; well organised and able to 

manage own work schedules   
  A, IV 

Company Requirements    

Committed to ensuring that all practice and engagement 

with others is free from discrimination and adheres to equal 

opportunities legislation and organisational policies  

  A, IV 

Display exemplary professionalism in all activity and 

interactions  
  A 
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Essential Desirable 

Method of 
Assessment* 

Collaborative and team player with the ability to work across 

the whole Futures Group  
  A, IV 

Able to evidence an ongoing commitment to working in a 

responsive manner to support flexible working practices  
  A, IV 

Reliable and capable of fulfilling the employment contract    IV 

Vehicle owner/full driving licence holder    A 

 

*Method of Assessment - A = Application Form, IV = Interview 

 

 

 

 
 
 
 
 


