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Context statement

Job title: Senior Business Support Officer (Business Growth Dorset)
Directorate/Service/Team: Economic Growth & Regeneration

Organisation structure
Reporting to: Head of Business Growth & Inward Investment 
Responsibility for: No direct reports

Context of work
Context Statement: Senior Business Support Officer (Business Growth Dorset)
This is a part-time (0.5 FTE) fixed-term contract until 31st March 2029, funded by Department for Business & Trade’s Growth Hub grant awarded to Dorset Council for pan-Dorset delivery. The role is based at County Hall and Dorset Council provides a range of flexible working options, including hybrid working and working from home.

Business Growth Dorset is part of the network of 41 Growth Hubs across England which provide local business with access to advice and support for any stage of their business journey and are the local delivery partners for the Government's Business Growth Service. Growth Hubs bring together national and local offers from Government and the public / private sector and use triage, diagnostics, signposting, brokerage and in-house delivery to ensure businesses find the right support for their needs. Business Growth Dorset is supported and managed by Dorset Council with core funding from the Department for Business & Trade and delivers services across the county including Bournemouth, Christchurch and Poole (BCP).

The Senior Business Support Officer (Business Growth Dorset) will play a pivotal role in supporting businesses of all sizes, stages and sectors across Dorset including BCP through the Business Growth Dorset service. This role includes the delivery of administrative and operational support for the Growth Hub function. 

Key responsibilities include:
· Management of the compliance and monitoring function of Business Growth Dorset
· Maintaining the MI data and reporting tracker 
· Maintaining accurate records on the CRM system
· Preparing reports for internal and external use
· Promoting the Business Growth Dorset service and the Invest in Dorset brand
· Performing administrative tasks related to CRM, website management, social media, events, finance and project coordination.
· Responding to business enquiries in a professional and timely manner.

The Senior Business Support Officer (Business Growth Dorset) will be a proactive and knowledgeable representative, dedicated to ensuring a high quality and compliant Growth Hub to support businesses and drive economic growth in the region.

Travel requirement
The role requires some travel throughout Dorset to attend events and collaborate with stakeholders. The successful candidate must be willing and able to travel as required, ensuring a strong presence across the region. A valid driver's license and access to reliable transportation would be beneficial for this role. Flexibility in working hours may also be required to accommodate travel schedules and event timings.

Other information
The role supports the day-to-day operations of the Government funded Growth Hub Business Growth Dorset. Responsibilities include supporting the team, managing office systems (health and safety, administrative procedures, documentation), and ensuring high-quality administrative, financial, project management and training support.

The applicant is expected to embody Dorset Council Values. Our values act as guiding principles, defining what we believe is important in the ways we work together. Our values are Respect, Together, Accountability, Openness and Curiosity.  

The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.

Working pattern is flexible and will be agreed with the successful applicant. 
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