Simple Job Description Example

	Job Title


	Business Development Manager

	Department

Reporting To


	Business Development

Senior Business Development Manager

	Direct reports
	Administrative Officer x 1

	Indirect reports
	No indirect reports

	Main Purpose 
	To maintain and develop client base of the company, in line with business plans. 
To plan and carry out research and identify development opportunities.


	Duties & Responsibilities
	Monitor and review client contracts 

Carry out annual client satisfaction surveys

Identify opportunities to improve services to clients, and follow these through with the Senior Manager

Report on activities and provide relevant management information. 

Liaise and attend meetings with other company departments 
Assist the Senior Business Development Manager with managing the client contracts 
Day to day management of the Administrative Officer

Attend training and to develop relevant knowledge and skills. 

Maintain the computerised customer database. 

	Scope 


	Budget of £70,000
Client group of 65 
Database of 7,000 clients/potential clients


	
	


