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JOB TITLE:		BUSINESS DEVELOPMENT COORDINATOR (COMMERCIAL PROGRAMMES)
LINE MANAGER: 	PARTNERSHIPS AND BUSINESS DEVELOPMENT MANAGER
Mission:	To empower creativity and enrich our world 

Vision:   	Transformation: to transform lives by being a thriving centre of practice-based, thoughtful and future-facing creative education. That develops skills, ideas and imagination to benefit people and place, creative industries and the wider economy, individuals and society. 

Growth: to attract more students to HCA, offering outstanding and inclusive teaching of superbly designed courses, a vibrant and modern arts school culture and community, strong industry connections and an exceptional location. 

Inclusion and progress: to support students from all backgrounds in growing as highly innovative and dynamic creatives, who thrive in sustainable careers within the creative industries and many other areas of employment, enterprise or personal practice

Job Summary:
	The Business Development Coordinator (Commercial Programmes) will play a key role in the delivery and development of Hereford College of Arts' commercial learning and business development activity.

The postholder will:
· Lead the operational management of HCA's Short Course programme, coordinating planning, delivery and continuous improvement to ensure a high-quality learner experience and sustainable programme growth. 
· Support the generation of commercial income through the development, coordination, and promotion of HCA's short courses and wider commercial programmes, identifying opportunities to increase participation, maximise utilisation of HCA's specialist facilities and creative expertise, and diversify income streams.
· Develop and maintain productive relationships with tutors, students, employers, creative practitioners, and external partners, helping to expand HCA's reach across the creative and cultural sectors. 
· Coordinate marketing, recruitment, and short course student engagement activity, working closely with the Marketing team to increase participation, improve conversion rates, and strengthen progression into Further and Higher Education. 
· Monitor programme performance, using enrolment, financial, and evaluation data to support evidence-informed planning, reporting, and continuous improvement. 
· Contribute to wider business development activity, including commercial events, venue hire, partnerships, and other initiatives that support the College's strategic objectives. 
· Work collaboratively across the College, supporting a culture of innovation, creativity, and excellent customer service while ensuring commercial activity aligns with HCA's mission and values.

This post requires flexibility in working hours to support evening, and occasional weekend, short course delivery, networking events, and promotional activities.






Key Responsibilities:

	1. Promote College values and contribute to the delivery of HCA’s mission, vision and strategic priorities as relevant to the role

Strategic Development
2. Lead the operational planning, coordination and continuous development of the Short Course programme, ensuring it remains commercially sustainable, strategically aligned and responsive to learner and employer demand.
3. Coordinate the development of new commercial learning opportunities informed by Skills England priorities, Local Skills Improvement Plans (LSIPs), institutional strategy, and market intelligence.
4. Work with academic colleagues to identify opportunities for progression from short courses into Further Education and Higher Education programmes.
5. Identify, coordinate and develop wider commercial opportunities including venue hire, creative events, exhibitions and partnership activity that maximise the use of HCA facilities and generate additional income.

Programme Management
6. Coordinate the annual planning, scheduling, and delivery of HCA's Short Course programme.
7. Recruit, coordinate, and support associate tutors, ensuring effective communication, high standards of student experience, and excellent course delivery across the programme.
8. Manage student administration including enrolment, communications, attendance monitoring and evaluation.
9. Coordinate operational workflows across the Business Development function, appropriately allocating administrative tasks to support the efficient delivery of commercial programmes and events.
10. Act as Duty Manager during evening and weekend short course delivery where required.
11. Maintain excellent customer relationships throughout the student journey, responding to enquiries promptly and ensuring a high-quality customer experience from first enquiry through to course completion.

Business Development & Partnerships
12. Develop productive relationships with employers, creative practitioners, cultural organisations, and community partners.
13. Support Continuing Professional Development (CPD) activity and employer engagement.
14. Identify opportunities to increase participation, repeat business, and commercial income.
15. Support the development of external partnerships that enhance HCA's reputation and commercial offer.

Marketing & Communications
16. Work collaboratively with the Marketing team to plan and deliver recruitment campaigns for Short Courses and commercial activity.
17. Coordinate promotional activity including digital marketing, social media content, alumni engagement, and event-based recruitment.
18. Represent the College at exhibitions, networking events, open days, and external promotional activities.
19. Contribute to the development of marketing materials, short course student case studies, and promotional content.

Monitoring & Reporting
20. Monitor recruitment, attendance, customer satisfaction, income generation, and financial performance against agreed KPIs.
21. Produce regular performance reports analysing recruitment, conversion, income, customer feedback and commercial performance, making recommendations for improvement.
22. Use performance data to identify trends, improve delivery and support achievement of commercial and strategic targets.
23. Contribute to annual business planning, evaluation, and strategic reporting.

General Responsibilities
24. Maintain accurate administrative records using College systems.
25. Contribute positively to the wider Business Development team.
26. Undertake training and continuous professional development as appropriate.
27. Comply with College financial regulations as necessary.
28. Ensure that the highest standards of professional performance are maintained, including compliance with all relevant legislation and College policies relating to health and safety, safeguarding, data protection and consumer protection legislation.
29. Promote equal opportunities within the College and ensure that staff and students within the area are aware of and comply with the College’s Equal Opportunities Policies and guidance.
30. Any other duties as may reasonably be required.




Line Management Duties:

	This post does not have any line management responsibility, however supervision of short course tutors is required.




Person Specification 

Qualifications:

	Essential 	
	Desired

	 
Degree or equivalent professional experience in Business Development, Marketing, Project Management, Arts Management, or Education.

	 
Professional development qualification or CPD accreditation knowledge.

Safeguarding, Prevent or related training.





Experience:

	Essential 	
	Desired

	Experience delivering activities or services with commercial, recruitment, or income-generation targets.

Experience planning and delivering activities, courses or events from inception to evaluation.

Experience contributing to business development, marketing, recruitment or customer engagement activity.

Experience working with budgets, spreadsheets, data and reporting to support planning and decision-making.

Experience coordinating projects, programmes, or events involving multiple stakeholders.

Experience using digital systems and administrative processes to coordinate activity and maintain accurate records.

Experience building and maintaining positive relationships with colleagues, external partners, and stakeholders.

Experience managing a varied workload, prioritising competing demands and meeting deadlines.

	Experience within FE, HE or arts education.

Experience delivering commercial or income-generating activity.

Experience working with freelance practitioners or tutors.

Experience supporting Continuing Professional Development (CPD).

Experience of venue hire, commercial events, or exhibitions.

Experience of fundraising, sponsorship, donations, or philanthropic engagement.

Experience evaluating projects and producing impact reports.



Technical Knowledge and Skills:
	
	Essential 	
	Desired

	
Strong IT skills, including confident use of Microsoft Office (particularly Excel, Word and Outlook).

Ability to analyse data and produce clear reports to support planning and evaluation.

Ability to produce accurate administrative documentation and maintain effective record-keeping systems.

Ability to monitor KPIs and use data to improve commercial performance.

Understanding of digital marketing principles and online communication channels.

Ability to coordinate multiple workstreams using digital tools and effective administrative systems.

Understanding of data protection (GDPR) and confidentiality in handling learner and business information.

	
Knowledge of Eventbrite or other online event booking platforms.

Experience using email marketing platforms (e.g. Mailchimp) and social media scheduling tools.

Knowledge of FE/HE student information systems or learner administration processes.

Understanding of Local Skills Improvement Plans (LSIPs), Skills England priorities or creative sector skills needs.

Knowledge of Continuing Professional Development (CPD) or commercial learning programmes.

Experience of monitoring KPI targets and using evaluation data to inform service improvement.






Competencies / Behaviours: 

	Essential 	
	Desired

	Positive, enthusiastic and professional, with a proactive and solutions-focused approach.

Commercially aware with an entrepreneurial mindset, target-focused and motivated by achieving measurable outcomes.

Ability to coordinate the work of others, allocate tasks appropriately, and ensure the effective delivery of commercial programmes and projects.

Excellent organisational skills, with the ability to manage multiple priorities and meet deadlines.

Strong interpersonal, written and verbal communication skills, with confidence representing the College externally.

A collaborative team player who also works effectively using their own initiative.

Adaptable and responsive, with sound problem-solving and decision-making skills.

Strong attention to detail and commitment to maintaining accurate records and data.

Committed to continuous professional development and open to feedback.

Recognises and champions Equality, Diversity, Inclusion, Safeguarding and Prevent.

Passionate about creative education and supporting learner progression.
	Understanding of regional creative industries. 

Knowledge of Further and Higher Education. 

Awareness of local and national skills priorities and market

Interest in creative enterprise and professional development.




This job profile has been designed to indicate the general nature and level of the work performance by employees within this role. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications / experience required by employees assigned to the role. This job profile may be subject to future amendments following appropriate discussion.

HCA is committed to encouraging equality, diversity and inclusion amongst our workforce and eliminating unlawful discrimination.  The aim is for our workforce to be truly representative of all sections of society and for each employee to feel respected and be able to give their best. 

The College will require the successful applicant to give permission to carry out an enhanced disclosure.


		Page 4 / 4

July 26		Page 3 / 4
image1.jpeg
|'|_|_| @ AHereford
College
m of Arts




