Job Description/Performance Evaluation

	Position Title
	Business Development Project Manager
	Starting Salary

Salary Cap


	$40,816.00

$65,306.00

	Department
	Board Administration
	Supervisor
	Executive Director or Designee

	Employee Name
	
	Social Security No.
	

	
	Date of Hire
	

	General Description:

This position works closely with the Executive Director of Workforce Solutions Northeast Texas to plan, direct, coordinate and oversees performance related to employment and training needs of business and industry in the Local Workforce Development Area. 


	Minimum Experience

	The ideal candidate will have:

· a minimum of five years in solution oriented services, sales, consulting, and or executive level experience;

· developed and executed business strategies to substantially increase revenues or company/product awareness;

· played a lead role in the business development cycle by crafting strong solutions, demonstrated consultative selling and closing skills;

· established a proven track record of achieving performance targets;

· shown distinctive competence in managing complete customer care;

· strong track record of demonstrated success;

· experience developing business plans;

· understanding of marketing solutions.  


	Minimum Education/Training

	 BS/BA degree required; MBA/MS/MA preferred.



	Equipment/Skills
	Rating

	Business maturity and consultative skills, problem-solving, negotiation, assessment, speaking/presentations, technical writing, listening, facilitation, project management, ability to influence, strong computer skills.
	1  2  3  4  5

	Knowledge
	Rating

	Knowledge of local industries and areas, both urban and rural.
	1  2  3  4  5

	Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.
	1  2  3  4  5

	Knowledge of business and management principles involved in strategic planning, resource allocation, human resources, leadership technique, production methods, and coordination of people and resources.
	1  2  3  4  5



	Knowledge of community college workforce programs and procedures and ability to closely coordinate and leverage resources to meet the needs of the business and industry customer.
	1  2  3  4  5

	Skills
	Rating

	Teamwork
	1  2  3  4  5

	Management of professional resources
	1  2  3  4  5

	Public Speaking
	1  2  3  4  5

	Active Listening
	1  2  3  4  5

	Good judgment
	1  2  3  4  5

	Establishing and maintaining interpersonal relationships
	1  2  3  4  5

	Abilities
	Rating

	Ability to manage a large customer base while covering a substantial territory.
	1  2  3  4  5

	Ability to effectively leverage resources.
	1  2  3  4  5

	Personal drive and commitment to positive business results.
	1  2  3  4  5

	Customer focused.
	1  2  3  4  5

	Ability to delegate work and follow up for results.
	1  2  3  4  5


	Principal Duties and Responsibilities
	Rating

	Reviews operational data available from a number of resources including information entered in the WIT and TWIST information systems and uses data to design service strategies and oversee contractor performance on Board and TWC employer measures.
	1  2  3  4  5

	Coordinates with community colleges on initiation and development of Skills Development Fund Grants (SDF) and provides review and evaluation on SDF grant proposals.  
	1  2  3  4  5

	Initiates research studies and analyze their findings to identify, develop, and evaluate targeted employer outreach strategy and consult with the Deputy Director and Managing Director to implement and oversee progress on the plan
	1  2  3  4  5

	Attend Chamber of Commerce, industry group, and economic development meetings and events throughout the region.
	1  2  3  4  5

	Serves as the Board’s labor market information specialist and acts as liaison to the Board’s Workforce and Economic Development Consortium.
	1  2  3  4  5

	Coordinates with small business development centers and incubators and oversees performance on the Board’s Entrepreneurship Grant.
	1  2  3  4  5

	Coordinates annual industry tours and industry summits.
	1  2  3  4  5

	Gathers business intelligence assembling it into in a manner that provides useful information.
	1  2  3  4  5

	Provides frequent reports to the Executive Director.
	1  2  3  4  5

	Resolves customer complaints regarding employer services
	1  2  3  4  5

	Monitors customer needs and preferences to determine focus of effort
	1  2  3  4  5

	Confers with employers regarding needs and develop individual plans to meet those needs
	1  2  3  4  5

	Develops strategies to assist the Business Service Uunit to expand employer base, increase job postings in WIT, and market new services to employers.
	1  2  3  4  5

	Develops pricing strategies, balancing Board objectives with customer satisfaction. 
	1  2  3  4  5

	Provides oversight and evaluation for fee-for-service products and services utilizing return-on-investment and profit-loss projections.
	1  2  3  4  5

	Develops, coordinates and participates in promotional activities working with contractor staff, advertisers and managers to market fee-for-service products and services
	1  2  3  4  5

	Work Context
	

	Mostly indoors, environmentally controlled.  Requires a great deal of travel and participation in after hours functions.  This position requires the employee to have contact with others and to work closely with the public.  This position also requires the employee to coordinate and lead others in accomplishing organizational objectives.

	I have read, understand, and been given a copy this job description/performance review.  I attest and affirm that I have the ability to perform the tasks required for the position.

	
	

	Employee Signature
	Signature Date


	Certification of Person Making Hiring/Performance Recommendation

	
	

	Signature
	Signature Date

	Date employee was selected for hire.
	

	Date of performance review
	


	Supervisor Comments

Recommendations for Growth

	


	Employee Comments

	








