Job Description 
Edinburgh Chamber of Commerce
Business Support Executive  
Contract: 35 hours per week, Fixed Term Contract to 31st March 2025
Salary: £25,000 	
 Background:
The Edinburgh Chamber of Commerce supports businesses in Scotland's capital city. We help them prosper, grow, and achieve success. We lead multiple projects and have teams working on membership support, events, communications, policy, training and international business to name a few.   This role will specifically work 50% of the time across the multiple functions within Chamber of Commerce providing business support for the different teams as well as 50% of the time for a hosted project ‘Developing the Young Workforce - DYW’.  
The DYW project is employer led, with a priority to make it easier for employers to connect with young people in schools and colleges across Scotland.  It’s a team effort to support young people to prepare for the world of work. Through DYW, employers can provide inspirational opportunities for young people to help them understand and develop the skills they need to succeed. 
The role will begin as soon as possible and is currently funded until March 31st 2025. 
The Role:
The role requires well-developed IT abilities with specific experience of Microsoft packages such as Outlook, Word and Excel. 
Communication is key to the role and involves internal and external collaboration with colleagues in the team along with members, partners, employers and educators.  This could be virtual, face to face or through email and written exchanges.
[bookmark: _GoBack]Due to the multiple projects and split role, it would suit someone who enjoys planning and organising, someone who can move from task to task and prioritise effectively.  It is a busy work environment, with ongoing change in projects and day-to-day tasks, you will have an ability to manage your time effectively, work autonomously and work well under pressure.  You will also need to be proactive about keeping in touch with the DYW and Chamber activities.
 
Specific Duties
· Email management: Generic daily emails from our stakeholders and monitoring and management of responses from activities like newsletters and social media campaigns
· Database administrative support: Entering and editing data, support with ensuring quality data management and reporting
· Event administration: Event planning, organising and delivery, including the use of digital tools to support event administration and reporting 
· Communications support: Support with gathering communications content for external use and internal communications to the team 
· General business support: Will include supporting with purchasing goods and services and supporting internal asset log amongst other general business support and other ad hoc business support when required

 Essential Criteria
· Confident user of IT packages (Microsoft)
· Experience in supporting business activities in an administrative function
· Excellent interpersonal, written and verbal communication skills.
· Excellent planning and organisational skills
· Ability to work autonomously, under pressure and to deadlines  
· A team player with the ability to work on initiative 
 Desirable Criteria
· Experience in the use of databases
 
