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JOB DESCRIPTION – Project Assistant

Salary - £17-18K + bonus
Business to Business Ltd. is a leading provider of business support projects and events.  The company was formed in 1991 and has developed an excellent reputation within its market sector, being acknowledged as service providers of best practice by both the Department of Trade and Industry and the Chartered Institute of Purchasing and Supply. We are an Investors in People company that is constantly expanding because we value our employees very highly, supporting them to grow within the organisation at all levels.

Whilst the company started as an exhibition business, its core focus is now the development of projects to help small and medium sized businesses (SMEs), within a defined geographical area or industrial sector, to start up and then grow to give lasting benefits to the local economy.  Our support is therefore bought by Regional Development Agencies, national Government Departments, Local Authorities, UK Trade & Investment, Business Links and The Learning & Skills Council amongst others.

Typical projects

Capacity building 

Helping SMEs to develop, become more competitive and grow through training.  This could be through seminars, workshops, or one to one advice with business or bid writing advisors.  In addition to working with SMEs these projects also often focus on the voluntary sector or with social enterprise.

Economic regeneration

Typically we are asked to work with procurement/purchasing departments in major public and private sector organisations to help build demand for local goods and services. This may well be with helping to make contracts more “SME-friendly” by breaking them down into smaller lots for example.  These projects also often involve helping supporting SMEs to tender for an win new contracts that will safeguard/create jobs for the future.

Creating new opportunities

We are the UK’s leading provider of Meet the Buyer events which bring buyers and suppliers together for face to face sales meetings.  We also open up international markets for UK businesses by bringing in buyers from abroad who want to source from the UK.

Purpose of Job:

To assist the Senior Project Manager and Project Managers in all aspects of the organisation of business support project and events. 
Main Duties and Responsibilities:

Administration 

· Provide an effective administration support service to the Project Manager and Business Manager

· Process bookings for events and training courses

· Follow up after events with buyers and suppliers

· First point of contact for all queries / calls

· Liase with suppliers and procurement professionals

· Issue invoices and chase payments, ensuring all payments are received by the set deadlines

· Support at events, taking a proactive approach to solving any issues and dealing with clients

· Logistical support at events and training courses

Marketing 

· Liaise with suppliers and procurement professionals

· Support and deliver marketing campaigns to ensure lead generation

· Maintain and update the client database

· Assist the project manager in the production of a monthly project newsletter

Research of: 

· Local suppliers who can fulfil opportunities that we have found for them. Eg. Catering suppliers for a local authority catering contract.

· Relevant news and case studies for the website

· Local events that we could promote our project at.

· Speaker opportunities for Senior Project Manager.

Experience required

12 months of administrative experience

Some event industry experience would be very beneficial

Excellent organisational skills

Excellent time management skills

Attention to detail

Customer relations skills and the ability to build long term relationships

Excellent telephone manner

Good computer skills i.e. word and excel 

Innovative approach when faced with problems

An interest in sustainability

Good research skills
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