
                                                                                                                                 

 

Job description and selection criteria  

Job title Business Development Manager – Open Programmes 

Division  Social Sciences 

Department  Said Business School 

Location Park End Street and Egrove Park, Oxford 

Grade  
Grade 8: £41,526 - £49,553 per annum (with a discretionary range to 
£54,131) 

Hours Full time (37.5 hours per week) 

Contract type Permanent  

Reporting to 

 
Associate Director, Open Programmes 

Introduction 

Overview of the role 

The Business Development Manager will maintain excellent working relationships with faculty, programme 
directors, and administrators at the School. He/she will work with individuals and organisations, to provide 
a strong pipeline of applicants for programmes and ensure that alumni remain connected with the School 
and refer others to apply for programmes. The Manager will be expected to procure and oversee the 
effective delivery of an income of at least £1million plus per annum.  He/she will maintain excellent working 
relationships with faculty and programme directors, working collaboratively with other members of the 
School’s administration to develop existing relationships with corporate sponsors, developing more 
corporate relationships which support recruitment and help grow the grow the portfolio in line with the 
School’s strategy. 
 
Key Tasks 
 
Specifically, the Business Development Manager will: 
 

• Recruit high-calibre applicants for open executive programmes, with an expectation of delivering 
a revenue target of over £1m per annum.  

• Prepare and oversee business plans for programmes and collaborating with the marketing 
department to ensure effective marketing strategies are implemented. 

• Oversee and manage programme budgets.   

• Present the portfolio of programmes to external audiences, using a variety of routes including via 
the web, email, social media, telephone, client meetings, events, presentations and personal 
networking. 

• Design new ways of attracting high quality individuals to ensure the School has a strong pipeline 
of applicants for executive programmes. 

• Develop and account manage new corporate contracts. 

• Maintain excellent relationships with executive education alumni in order to increase referrals 
which benefit the portfolio or enhance our standing in the rankings, working closely where 
appropriate with the School’s Alumni Relations team. 



• Be able to work with, and win the confidence of, the academic community in developing and 
presenting management knowledge. 

• Work closely with programme co-ordinators and the programme administration team, to enhance 
the participant experience  

• Contribute to the annual Business School rankings exercise 

• Develop and maintain expertise about the market to ensure that the School’s executive 
programmes remain competitive  

 
The Business Development Manager will also be expected to contribute to the wider activities of Executive 
Education and Saïd Business School and be an ambassador for the School in external communities 
 
Selection Criteria 

Essential 

• Proven track record of success in a business development role, with demonstrated ability to 
identify, establish and maintain relationships with executives  

• Excellent oral and written communication skills with experience of writing and presenting 
proposals  

• Team player, keen to work with internal/external team members to develop outstanding results 
for the School 

• Experience of developing and managing budgets 

• Willingness to travel internationally to attend events and client visits 

• A knowledge of management development or organisational development processes 

• Good personal and time management skills with the ability to prioritise workload in a busy and 
sometimes pressured environment;  

• Have a flexible approach to work and the duties to be carried out;  

• Business related degree or strong educational background 
 
Desirable 
 

• Experience of marketing, sales or development of management development programmes 

• Experience of business development within a business school or commercial training context 

• Experience of using CRM software to track business development activities 

• Active user of social media for professional marketing  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The University  
 



The University of Oxford is a complex and stimulating organisation, which enjoys an international 
reputation as a world-class centre of excellence in research and teaching. It employs over 10,000 staff and 
has a student population of over 22,000. Most staff are directly appointed and managed by one of the 
University’s 130 departments or other units within a highly devolved operational structure. The School is a 
department within the Social Sciences Division, one of four academic Divisions in the University, each with 
considerable devolved budgetary and financial authority; and responsibility for providing a broad strategic 
focus across its constituent disciplines.  
 
The University includes 5,900 ‘academic-related’ staff (postgraduate research, computing, senior library, 
and administrative staff) and 2,820 ‘support’ staff (including clerical, library, technical, and manual staff). 
There are also over 1,600 academic staff (professors, readers, lecturers), whose appointments are in the 
main overseen by a combination of broader divisional and local faculty board/departmental structures. 
Academics are generally all also employed by one of the 38 constituent colleges of the University as well 
as by the central University itself.  
 
For more information please visit www.ox.ac.uk/staff/about_the_university.html 
 

Saїd Business School  
 
Saïd Business School is a department of the Social Sciences Division of the University. The School is a vibrant 
and innovative business school that is part of an 800 year old world-class university. The Business School 
has established itself as one of Europe’s leading centres for management education and research.  We offer 
a range of post-graduate programmes including the highly regarded Masters in Business Administration 
(MBA), Executive Masters in Business Administration (EMBA) and a number of specialist MScs. We also 
have a significant portfolio of custom, open programmes and accredited diplomas for executives. We are 
an international and outward looking School with our course participants coming from more than 50 
countries. The School is growing rapidly and is located in award-winning modern offices located in the City 
of Oxford. We have an additional site on the edge of the City, Egrove Park, where much of our executive 
education activity is undertaken. 
 
The School’s vision is to be ‘a world-class business school community, embedded in a world-class 
University, tackling world-scale problems’.  
 
Further information on Saïd Business School is available at www.sbs.oxford.edu. 
 
Executive Education at Saïd Business School 
 
Executive Education is an integral part of the School’s portfolio of courses. Building on the courses offered 
by Templeton College since 1965, this area of work has continued to grow both in terms of numbers of 
participants, of corporate clients and geographic reach.  
 
Rated by the Financial Times in 2017 as the UK’s #1 provider of Executive Education, and ranked in Top 5 
globally, the School offers two types of executive management programmes: open programmes available 
to managers irrespective of organisation, and custom programmes commissioned by organisations for their 
executives.   
 
This role is with the open programmes team, who bring almost 1,000 professionals from across the world 
each year to develop themselves and their careers in Oxford.  You can read more about Oxford executive 
education here: https://eem.sbs.ox.ac.uk/home.html  
 
This aspect of the business is managed through OSBS Ltd, a subsidiary company of the University of Oxford. 
OSBS Ltd is the employing authority in the case of this post and the key terms and conditions largely mirror 
those of the University.  
 

General Conditions  
 

http://www.ox.ac.uk/staff/about_the_university.html
http://www.sbs.oxford.edu/
https://eem.sbs.ox.ac.uk/home.html


The appointment will be on the equivalent of University Grade 8 and the starting salary of the successful 
candidate will be fixed according to experience. The appointment will be subject to a 6 month probationary 
period.  This is a full-time post equivalent to 37.5 hours per week, the actual distribution of those hours to 
be agreed. The appointment of the nominated candidate will be subject to the satisfactory completion of 
a medical questionnaire. 
 
The post holder will be entitled to 38 days holiday pro rata (inclusive of public holidays), three of which are 
to be taken at Christmas when the Business School is closed. 
 
The policy and practice of the University of Oxford require that all staff are afforded equal opportunities 
within employment and that entry into employment with the University and progression within 
employment will be determined only by personal merit and the application of criteria which are related to 
the duties of each particular post and the relevant salary structure. In all cases, ability to perform the job 
will be the primary consideration. Subject to statutory provisions, no applicant or member of staff will be 
treated less favourably than another because of his or her sex, marital status, sexual orientation, racial 
group, disability or age. 
 
All data supplied by applicants will be used only for the purposes of determining their suitability for the 
post and will be held in accordance with the principles of the Data Protection Act 1998 and the University's 
Data Protection Policy. 
 
Applicants should have evidence of their eligibility to work in the UK. This post does not meet the minimum 
requirements for work permit employment; we can therefore only accept applications from those who can 
prove their eligibility to work in the UK. 
 
Working at the University of Oxford 

 

For further information about working at Oxford, please see:  

http://www.ox.ac.uk/about_the_university/jobs 
 
 
 
 
 
How to apply 
 
If you consider that you meet the selection criteria, please submit your application via email to 
vacancies@sbs.ox.ac.uk 
 

Applications must consist of the following: 
 

• a curriculum vitae  

• a covering letter explaining how the candidate meets the eligibility and selection criteria (no more 
than 1-2 pages) 

 
Your application will be judged solely on the basis of how you demonstrate that that you meet the selection 
criteria outlined above and we are happy to consider evidence of transferable skills or experience which 
you may have gained outside the context of paid employment or education.  
 
Please include your name and document type in your submitted documents title.  
 
All applications must be received by the closing date as stated in the advert. 
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