BEST
JOB DESCRIPTION FORM
	JOB TITLE:

	Senior Business Officer


	DATE COMPILED / AMENDED:
	May 2025


	DEPARTMENT/SECION:
	BEST 


	COMPILED BY:
	Business and Performance Manager


	JOB No:
	B252



JOB OUTLINE

Purpose
To promote and sell BEST’s external business including; commercial waste, street cleansing and grounds maintenance services; Increase business profit by negotiating existing and new collection arrangements with customers; and provide after sales care to all customers.

To have day-to-day responsibility for the management of the commercial waste functions and its administrative requirements.

To promote and grow the Council’s commercial service, maximising income, ensuring a surplus is achieved in line with budget targets, through direct sales and the provision of information and advice with respect to effective waste and resource management. To provide customers and potential customers with sound and professional advice on the best service arrangements for their business needs, maximising opportunities to enhance the service offer where possible.

Key Duties
1. Work with colleagues to deliver a planned programme of sales.   
2. Identify potential customers, which may involve cold calling, with the aim of increasing sales.

3. Benchmark competitors and identify potential improvements to the commercial sales service.
4. Prepare and deliver targeted marketing campaigns to raise the commercial waste service profile.
5. Maintain a programme of after-sales contacts to promote customer retention and referrals.

6. Ensure all monthly key performance indicators and revenue targets are achieved. 
7. Provide administrative cover for Business and Performance Officer as necessary.

8. Undertake day to day administrative and customer sales and service support, to include:
· Establishing and maintaining client relationships

· Raising contracts and contract renewals

· Raising invoices

· Taking responsibility for customer after sales, identifying and resolving problems to reduce customer loss
· Stock audits 

· Data management

9. The postholder will work closely with the Council’s Digital Transformation team to continue to improve the quality of life for local communities and put local people at the heart of everything the Council does, continually driving forward customer service improvements throughout the Council.   
10.  To lead on the development and expansion of BEST’s commercial services offered and the development of a Commercial Strategy.
11.  To be responsible for contract management, including the implementation of contract changes, completion of all associated documentation and resolving any contractual queries.
12.  To lead on the objectives and strategies to achieve performance and income targets by targeting geographic areas, specific sectors, and service delivery routes. 
13.  To lead and develop promotional campaigns including the creation and distribution of promotional material, contacting potential customers, and looking at opportunities for attracting new customers to the service.   Seeking out new customers, business opportunities and re-negotiating existing contracts where appropriate.
14.  Liaise with operational teams to determine the optimum operational option for new customers, agree appropriate charges and contracts. 
15.  Ensure customer records are maintained to the required legal and service standards, observing data protection, privacy and confidentiality rules and procedures. 
16.  Produce management reports and information based upon operational or research data to inform and assist the business planning process. 
17.  Process payments, order goods and services, receive goods and process invoices for payment in accordance with financial procedures and regulations for both Trade Waste and Waste Services invoicing. To compile and analyse statistical, debt and performance management information, optimising their use to achieve efficient and effective service delivery. 
18.  To effectively manage a diverse portfolio of customers with varying needs and services requirements, including customer liaison, problem solving and other similar enquiries, ensuring all matters are resolved to our customers’ satisfaction. Resolving performance problems where necessary through liaison with operational and business support teams. 
19.  To ensure that all commercial waste contracts have correct calculations applied and to ensure contract details held on the council’s IT systems are correct and that any amendments or cancellations are progressed accordingly. Provide quotations to potential customers and promote the benefits of the council’s service.
20.   To make recommendations and suggestions that promote and assist in service development and improvements, particularly with respect to commercial waste recycling and to manage the implementation of new/revised services, including testing such recommendations through trials, working closely with senior officers and contractors. 
21.  To be responsible for recovering outstanding debts relating to commercial waste, liaising with finance teams and if necessary, take appropriate action with regards suspension and cancellation of commercial waste collection service and the collection of outstanding monies. 
22.  Continued development of the commercial waste collection service branding and build a growing customer base. 
23.  Ensure the service has fully adopted technology to improve customer interactions, service efficiency, sustainability and the service performance. 

Any other duties which contribute to the purpose of the post.
RESPONSIBILITY AND AUTHORITY
	Staff



	None.  Close liaison with team members essential.

	
	

	Financial


	None

	
	

	Equipment


	Normal office equipment and VDU interface systems, PCs, terminals, printers.



	
	


RELATIONSHIPS
	Accountable to


	Business and Performance Manager

	
	

	Contacts with other people:
	

	
	

	(a) Own Department

	All staff within BEST

	
	

	(b) Elsewhere within the Council
	Wide, at all levels within Broxbourne Council, particularly the Helpdesk, Environmental Enforcement Officers and Client Officers.

	
	

	(c) Outside the Council

	Wide, including members of the public, trade customers, external contractors and suppliers.


PHYSICAL CONDITIONS
	Location:
	Based at New River Trading Estate.

	
	

	Exertion:
	Normal for office based activities and driving.

	
	

	Accident/Health Risks:
	Normal for office-based activities.

	
	


ECONOMIC

	Grade:
	J 37


	Hours:
	37


	Overtime:
	Unpaid



	Car allowance:
	In accordance with BEST policy


	Housing:
	In accordance with BEST policy



	Relocation / Removal:
	In accordance with BEST policy




Other

	Is this an alcohol restricted post?
	No




EQUAL OPPORTUNITIES 

All staff are reminded that they must comply with BEST Policy on Equal Opportunities to ensure the fair and equal treatment of all Council staff and customers.

EMPLOYMENT CHECKS REQUIRED FOR THIS POST 

BEST is required by the Home Office to carry out standard checks for all employment under the Asylum and Immigration Act 1996.  These checks require you to provide proof of your right to work in the U.K.  If you are invited to interview we would need to see your original passport or full birth certificate or an appropriate letter/document issued by the Home Office. We also require proof of your permanent National Insurance Number (a P45, P60, NINO card or a letter from a Government Agency).  If you cannot produce any of these documents or are unsure whether the documents you have provide the necessary proof please contact the Personnel Office for advice prior to your interview.

EMPLOYMENT OF EX-OFFENDERS

BEST’s policy on the employment of ex-offenders is as follows:-

BEST aims to promote equality of opportunity for all with the right mix of talent, skills and potential. We therefore welcome applications from a diverse range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s).  BEST Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.
SAFEGUARDING

All employees are responsible for ensuring the safety and welfare of children and vulnerable adults in the course of their daily duties.  All staff are required to understand and adhere to the BEST’s Safeguarding policies and procedures as they apply to their own role, to make referrals concerning child or vulnerable adult welfare to the Designated Child Safeguarding Officer, and to co-operate with other agencies around child protection investigations

SPOKEN ENGLISH

For public-facing roles involving regular telephone and face-to face conversations with the public, the ability to converse at ease with members of the public and provide advice in accurate spoken English is essential in this post

If you have any query relating to these required checks, as stated above, please do not hesitate to contact Personnel and Payroll.
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