
 

 

Role Title Business Development Manager 

Reports to National Sales Manager 

No. of direct reports 0 

Full / Part Time Full Time 

Grade  E3 

Location Home Based  

Created/Updated by   

Created/Updated on   

 
 

Helping people, organisations and economies develop their skills for growth 
 

For almost 150 years, we’ve been at the forefront of global workforce skills development, 
partnering with people and organisations to foster life-changing learning and growth. We’re 
the global skills partner of choice, driven by a deep-rooted commitment to skills.  

Our vision is to empower people, organisations and economies to develop the skills they need for 
growth. With almost 150 years of trusted expertise, we support people into work, help them 
develop on the job and move into the next job.  

We work with Governments, employers, training providers, colleges and industry stakeholders to 
design and deliver high-quality training, qualifications, assessments and credentials that lead to 
meaningful career progression. We understand the life changing link between skills development, 
social mobility and success. Our solutions span critical sectors including construction, engineering, 
transport, energy and electrical, serving over 1 million learners annually.  

As part of PeopleCert, a global leader in certification and assessment, we are able to further 
extend our reach and capability, combining deep technical expertise with world-class assessment 
practices to meet the evolving needs of learners and employers. By working collaboratively across 
the group, we bring together complementary strengths in technical, digital and professional skills, 
enabling us to deliver more integrated, high-impact solutions. This joined-up approach allows us to 
respond to sector challenges, support innovation and drive positive outcomes for customers 
worldwide. 
 
Through our comprehensive portfolio of brands and global network, we set industry-wide standards 
for technical, behavioural and commercial skills to improve performance and productivity. We 
believe everyone can achieve their potential and we’re here to help make it happen. 

 

Our values 

 

Our values Quality, Innovation, Passion, Integrity, Clarity and Velocity are core to everything 

we do, and makes us who we are. They underpin the way we work, from how we treat our people 

right through to how we design our products. Living these values in everything you do at City & 

Guilds will not only make this a great place to work, but ensure you thrive and are successful in 

your role.  

 
 
 
 
 



 

Job Summary 

 

As Business Development Manager you will identify and develop new business  

opportunities and then manage those customers. In key sectors, you’ll achieve stretching  

sales targets that both defend and increase our market share. You’ll develop strong  

relationships with external stakeholders to maximise the profile and footprint of our Skills  

Credentialing business. 

  

What you’ll be doing   

 

• Maintaining existing revenue and growing new business  
• Account manage customers, delivering a best in class customer experience  
• Maintain market share, develop and grow new revenue opportunities  
• Working to local business development strategies to deliver core and innovative products and 

services to our customers  
• Develop and work to a detailed contact strategy 
• Performance targets and pipeline achieved through careful planning and customer facing 

meetings  
• Manage & support change through customer mergers and acquisitions, working closely with 

Quality, Customer Services, Operations Colleagues and Technical Advisor teams  
• Reporting and analysis of trends and insights to drive business decisions and continuous 

improvement  
• Build strong relationships with colleagues across the business to bring the right expertise to the 

customer. 

How success will be measured  

 

• Monthly & annual target achieved with accurate monthly revenue forecasting  

• New business development impacting current year revenue target  

• Adoption of new products and services evidenced through referrals and joint working  

• Customer activity, wins and pipeline recorded on CRM  

• 80% of time in front of customers with planned quality meetings  

• Customer feedback & customer surveys  

• Social media profile  

• Employee Engagement Surveys. 

What we’re looking for 

 
 
We can’t live without… 
 

• Outstanding business development and account management skills  

• Proven experience of exceeding sales targets whilst managing and controlling costs 

• Demonstrable ability to build customer relationships at a senior level and have gravitas  

• Strong understanding of current opportunities, challenges and solutions with the FE Market  

• Written proposal and presenting skills  

• Financial acumen and income forecasting skills  

• Responsible and accountable for meeting deadlines. 
 
 
 
 



 

We would love you to have… 
 
• A passion for maintaining your own personal development  
• Depth of knowledge of the education sector 
• Field based talent and discipline of working remotely  
• Active networking and research through social media channels 

 

The way we prefer to work  

 
Behave as one inclusive team  

Contribute to a feeling of being one inclusive team. This means: 

• Treating everyone with equity and fairness  

• Being curious about other people and teams 

• Understanding how the organisation operates and your role in it 

• Being honest and respectful in communications 

• Creating a feeling of belonging 

• Driving inclusivity and diversity locally 

• Paying attention to your and others’ wellbeing 

 

Collaborate  

Collaborate with colleagues and externally with customers and partners to deliver great work. This 

means: 

• Treating everything as an opportunity for a win-win 

• Seeking input from others and using it 

• Expressing yourself clearly and consistently 

• Engaging people so that they get on board 

• Trusting and supporting people 

 

Focus on the customer 

Make sure that the needs and hopes of external and internal customers drive what we do. This 

means:  

• Being great at listening and understanding 

• Making things easy 

• Being responsive and proactive to what customers want 

• Making sure that things are high quality and always improving. 

 

Do what you say you are going to do 

Being consistent in delivering on promises. This means:  

• Starting with a positive intent 

• Setting clear expectations 

• Taking personal ownership to deliver on your own commitments and supporting others to do 

the same 

• Holding yourself and others to account for delivery against those expectations 

• Being conscientious and driven 

 

Proactively find and take new opportunities  

Taking the initiative in every situation. This means: 

• Continuously looking for opportunities to improve the organisation, yourself, and your areas of 

responsibility 

• Always stepping up to get involved 

• Being brave and bringing challenge to colleagues in order to make things better for our 

customers 

 

 



 

Welcome feedback and continuously learn  

Continuously develop your skills and how you work. This means: 

• Treating every day as an opportunity to learn 

• Being open to new perspectives, experiences, and feedback, recognising it helps you develop 

• Giving feedback openly and honestly 

• Being aware that your own ideas may not be perfect, and your perceptions can change 

• Be open about mistakes and use them to learn 

• be comfortable with ambiguity and not knowing everything 

 

 

 


