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Job Description

	Job Title:
	Account Manager

	Reporting to:
	Business Development & Partnership Director



Purpose of role:
	The post holder will work as part of SS&L’s wider Business Development team, acting as a key contact for employers and taking a relationship-led approach to business development through excellent customer service, strong interpersonal skills, and effective account management. As a trusted adviser, the post holder will build confidence with employers, identify their needs, develop appropriate training solutions, and support successful recruitment and upskilling activity. The role will require close collaboration with colleagues across SS&L to ensure a joined-up employer and learner experience and will contribute to agreed targets by nurturing existing relationships, generating new opportunities, and securing high levels of repeat business and customer satisfaction.



Main Duties:
	· Proactively engage with employers in a relationship-led way, building trust and credibility to maintain and grow their commitment to working with SS&L to recruit and train apprentices, provide work placement opportunities and support workforce skills needs.
· Respond to employer enquiries as the first point of contact when support or advice is required.
· Maintain regular contact with a portfolio of employers through effective account management, reviewing current arrangements, identifying further opportunities and securing repeat business.
· Support targeted campaigns and new business activity by generating leads with potential employers through appropriate channels, including cold calling, virtual engagement, face-to-face meetings, and presentations.
· Provide employers with a responsive, consultative service focused on understanding their business needs and developing productive long-term relationships.
· Undertake needs analysis with employers to understand their requirements and inform appropriate business solutions.
· Identify and sell appropriate training solutions to employers in line with agreed targets.
· Respond to all employer requests in a timely, effective, and efficient manner.
· Maintain accurate employer records and contact information through SS&L’s CRM system.
· Conduct and manage the enrolment process and onboarding for employer-linked learners starting a course with SS&L.
· Ensure enrolment documentation, including electronic and paper-based information, is completed efficiently and effectively to meet audit and quality requirements.
· Support employers to manage and administer their online Apprenticeship Service account.
· Work with employers to ensure apprenticeship vacancies are advertised on the Apprenticeship Service. Liaise with the recruitment team to establish and monitor vacancies, recruit and match suitable candidates, and support achievement of agreed apprenticeship starts and contract targets.
· Develop an understanding of employers’ businesses, sector knowledge, labour market conditions, local demographics, and business trends, and share this knowledge with the Business Development & Partnership Director.
· Work collaboratively as part of the wider Business Development team and with colleagues across SS&L to share intelligence, coordinate employer activity, and support a consistent, joined-up service.
· Work in partnership with internal colleagues, referral agencies, and employer networks to promote SS&L’s training offer. Act as an ambassador for the organisation, confidently networking with stakeholders and clearly articulating the services and products offered by SS&L.
· Undertake additional duties as reasonably required, commensurate with the level of responsibility of the role.



Mandatory Duties:
	· Demonstrate a commitment to promoting equality of opportunity.
· Demonstrate a commitment to safeguarding and promoting the welfare of SS&L learners and staff.



Person Specification:

	Key Competencies

	Essential
	Desirable
	Assessment method

	Highly effective verbal and written communication skills.
	
	Interview

	Highly effective organisational and administrative skills.
	
	CV/ Interview

	Highly effective negotiating skills.
	
	CV/ Interview

	Strong interpersonal and relationship-building skills, with the ability to develop productive working relationships and partnerships with employers, agencies, and internal colleagues.
	
	CV/References

	Collaborative approach, with the ability to work effectively within a team and across departments, and to achieve shared goals.
	
	CV/References

	Ability to use MS Office products with a high level of competency. 
	
	Interview

	Ability to analyse data and information to inform priorities and focus of work.
	
	Interview

	Highly effective verbal and written communication skills.
	
	Interview

	Experience & Knowledge

	Essential
	Desirable
	Assessment method

	Previous work experience in a sales, recruitment, marketing, or customer service role.
	Previous work experience linked to adult education and/or apprenticeships.
	Interview/References

	
	Field-based sales experience in a business-to-business relationship role.
	CV/References

	
	Recruitment and matching of learners to work placements and apprenticeships.
	Interview/CV

	
	Experience of using the Apprenticeship Service platform.
	Interview/CV

	
	Experience of using Customer Relationship Management (CRM) systems.
	Interview/CV

	Qualifications & Skills

	Essential
	Desirable
	Assessment method

	Excellent communication and presentation skills at all levels.
	
	Interview/CV

	Competent in the use of IT systems.
	
	CV/References

	Ability to listen, question, and build rapport with employers to understand their priorities and identify appropriate solutions.
	
	Interview/References

	
	Customer account management skills.
	Interview/References

	
	GCSE A*–C / 4–9 in English and Maths, or equivalent.

	CV

	Personal qualities and other

	Essential
	Desirable
	Assessment method

	Target-focused.
	
	Interview/References

	Flexible and able to work well under pressure.
	
	Interview/References

	Self-motivated and well organised.
	
	Interview/References

	Innovative and creative.
	
	Interview/References

	Have access to a car, with business use included on the insurance policy, and be able to travel across Somerset, Dorset, and Wiltshire as appropriate.
	
	Interview
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