
                                                                                                                                      

 

Job description and selection criteria  

Job title Business Development Officer 

Division  Social Sciences 

Department  Saïd Business School 

Location Egrove Park, Kennington 

Grade and Salary Grade 7 £32,817 - £40,322 (with discretionary range to £44,045) 

Hours Full time 37.5 per week 

Contract type 
Fixed term contract for 12 months to cover maternity,  

This can also be offered as secondment opportunity.  

Reporting to 

 
Associate Director 

Introduction 

 
Job description  
 
Overview of the role  
 
The Business Development Officer will take responsibility for planning and implementing the recruitment 
strategy of one programme within a specific portfolio, and play a supporting role in planning and 
implementing activities for the Associate Director responsible for the performance of the rest of the 
programmes within a specific portfolio. This will include developing and executing marketing and business 
development plans alongside the marketing team and Associate Director, actively managing B2B prospects 
and B2C clients to secure programme participation, managing a programme budget to deliver a required 
gross profit, and will take responsibility for achieving a targeted income of circa £300,000 per annum based 
on number of applicants converted onto participants of open programmes.   
 
 

Responsibilities/duties  

• To acquire specialist knowledge of a specific programme, an in-depth understanding of 
programme development objectives across an allocated portfolio, and general knowledge of the 
wider portfolio, which will enable the role holder to conduct in-depth consultative conversations 
with prospective applicants who wish to understand the most appropriate executive education 
programmes for their development needs. 

• To meet recruitment targets for specific programme with allocated budget, carrying out financial 
modelling of budgets, decision making for resource allocation, taking responsibility for planning 
and organisation of recruitment strategy and presenting to Associate Director. 

• Identifying external partners. To use influencing and negotiating skills required to attract 
professional networking associations to market a specialist programme within our portfolio as a 
key endorser of our product to cultivate prospects through their networks. 



• To conduct a specific presentation of their specialist programme to prospective applicants at 
networking or special interest / professional bodies external events as a representative of the open 
programmes department and wider Business School. 

• To effectively engage with prospective B2B and B2C clients to secure participants onto owned 
programmes and account manage corporate clients to secure long term relationships. 

• To work diligently as part of a project team to support the departments continued success as part 
of the Financial Times Rankings exercise. 

• To work closely with Programme Services teams responsible for programme delivery on owned 
programme to ensure a high level of participant experience within an agreed budget. 

• To use social media as a direct initiator of conversation with prospective applicants, conduct 
telephone calls to explore development needs and offer specialist knowledge and assistance on 
the application and enrolment process. 

• To act as the main contact for prospects who are interested in their specific programme or as the 
first point of contact for prospects who require career development guidance from our Open 
Programmes department. 

• To act as the main contact for team members who would like specific guidance or advice on the 
role holder’s specific programme. 

• To play an active role in representing the interests of the Open Programmes Department and wider 
Business School at networking events. 

• To conduct a full interview with prospective applicants who have submitted an application to the 
role holder’s specific programme or a first interview for a programme within their allocated 
portfolio to ensure they are a suitable candidate for the programme. 

• To write adverts for digital media campaigns, to write letters for alumni recommendation of the 
programmes, to conduct primary interviews with participants for testimonials used on our 
website, in our brochures or press releases for promotion of the programme experience. 

• To write brochure copy for promotion of the programme. 

• Prepare data and write recruitment reports using CRM and Application Systems for analysis 
purposes.  To identify and present trends across application or programme evaluation data for 
overview reports. 

• To represent the role holder’s specific programme and allocated portfolio of programmes in 
networks or groups outside of their department absent of Associate Director, to allocate specific 
or ad hoc tasks for programmes to colleagues in Programme Services and Open Programmes 
marketing (non-direct line management). 

• Lead recruitment campaign for specific programme using a Gantt chart which will include 
allocating tasks for marketing such as organising events, pulling together appropriate materials 
and resources, agreeing budgets for small events, managing the participation of the open 
programmes department at an event. 

• Use own initiative and creative thinking to resolve problems which may occur before, during and 
after a participant’s time in Oxford on an Open Programme. 

• To act as a responsible colleague, supporting other colleagues where required and helping to 
induct new colleagues into the department, giving training sessions on departmental database as 
required. 
 
 

Selection Criteria 
  

Essential 
 

1. Proven track record in meeting and exceeding sales targets. 
 

2. Proven track record of success in a customer-facing role, with demonstrated ability to initiate 
relationships with Executives in both a B2B and B2C context and take them through a full sales 
cycle. 
 

3. Understanding of financial management of programmes and working towards achieving revenue 
targets within the parameters of a set budget to achieve profit targets.   
 



4. Proven track record in initiating relationships with key external stakeholders to create credible 
endorsement of a product / programme within external communities 

 
5. Team player, proven ability to lead and project manager initiatives across internal departments 

and external networks to develop outstanding tailor made digital solutions for clients. 
 

6. A confident individual with proven good communication skills across internal and external 
stakeholders.   

 
7. Demonstrated understanding of sales and marketing, and an ability to work to meet targets in a 

focused way. 
 

8. Demonstrated ability to initiate and manage social media campaigns 
 

9. First rate interpersonal and communication skills (both oral and written) and a proven ability to 
work with senior corporate contacts, external stakeholders and an academic community. An 
enthusiasm for meeting people and a cross-cultural awareness. 

 
10. Have a flexible approach to work and the duties to be carried out.  Whilst there are core hours 

some events are scheduled outside of the normal business day. 
 

11. Willingness to travel internationally to attend events and client visits. 
 

12. Proven administrative and organisational skills, including proficiency in the use of Microsoft Office 
programs including word, Excel and PowerPoint. 

 
13. Proven ability to use own initiative and to problem solve. 

 
14. Proven ability to perform work accurately with attention to detail. 

 
15. Experience of using CRM software to build and log business development activities. 

 
16. Good time management skills and the ability to prioritise workload in a busy and sometimes 

pressured environment. 
 

17. Excellent business awareness and commercial acumen. 
 

18. Strong analytical and project management skills. 
 
 
 
Desirable  
 

1. Experience of marketing tools/social media 

2. Experience of managing budgets 

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 11,000 staff 
and has a student population of over 22,000.  
 
Our annual income in 2014/15 was £1,429m. Oxford is one of Europe's most innovative and 
entrepreneurial universities: income from external research contracts exceeds £520m p.a., and more 
than 80 spin-off companies have been created.  
 



Oxford is a collegiate university, consisting of the central University and colleges. The central University is 
composed of academic departments and research centres, administrative departments, libraries and 
museums. There is a highly devolved operational structure, which is split across four academic divisions, 
Academic Services and University Collections and University Administrative Services. For further 
information, please see:  
 
www.ox.ac.uk/staff/about_the_university/new_to_the_university/structure_of_university.  
 
For more information please visit http://www.ox.ac.uk/about 4  
 
Social Sciences Division  
 
The Social Sciences Division represents the largest grouping of social sciences in the UK: home to a 
number of outstanding departments and to the internationally ranked Law Faculty; all are committed to 
research to develop a greater understanding of all aspects of society, from the impact of political, legal 
and economic systems on social and economic welfare to human rights and security. That research is 
disseminated through innovative graduate programmes, impactful executive programmes and enhances 
undergraduate courses.  
For more information please visit http://www.division.ox.ac.uk/  
 
 
Saїd Business School  
 
The Saїd Business School is renowned globally for its strengths in a number of key financial areas 
including entrepreneurship, social entrepreneurship, finance and major programme management in 
particular. We are distinguished from other business schools in that we are an integral part of Oxford 
University, and benefit from this embeddedness across our programmes, from our undergraduate 
programme (executed jointly with the Economics Department) to our specialist MSc degrees (in 
conjunction with both Law and Economics Faculty) to our highly regarded Masters in Business 
Administration (MBA) and Executive Masters in Business Administration (EMBA) degrees. We are an 
international and outward-looking School with our course participants coming from more than 50 
countries.  
 
We have a growing portfolio of custom, open programmes and accredited diplomas for executives and as 
a testament to the high quality of these programmes, Saïd Business School has risen to 10th in the World 
in the combined ranking of Executive Education programmes compiled by the Financial Times, (May 
2015).  
 
Further information on Saïd Business School is available at www.sbs.oxford.edu  
 
 
Executive Education at Saïd Business School  
 
In recent years our Executive Education activities have grown substantially and we are on track to 
become a top 5 global provider of Executive Education. The School offers two types of executive 
programmes: open programmes available to professionals from a wide range of organisations, and 
custom programmes commissioned by organisations for their own executives.  
 
Saïd Business School is consistently ranked by the Financial Times as the UK’s #1 provider of open 
programmes, and in the Top 5 globally.  
 
We are now entering the next stage of growth, providing this exciting opportunity for an experienced 
professional from the executive education industry.  
 
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.  
 

http://www.ox.ac.uk/staff/about_the_university/new_to_the_university/structure_of_university
http://www.ox.ac.uk/about%204
http://www.sbs.oxford.edu/


General Conditions  
 
The appointment will be on Grade 7 and the starting salary of the successful candidate will be fixed 
according to experience. The appointment will be subject to a twelve-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).  
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.  
 
 
Working at the University of Oxford  
 
For further information about working at Oxford, please see:  
http://www.ox.ac.uk/about_the_university/jobs 

http://www.ox.ac.uk/about_the_university/jobs

