Job Description

[bookmark: _Hlk530663196]This form is used to provide a complete description of the specific job and defines the required skills, knowledge, behaviours, qualifications and experience.
Section A: Job Profile
The job profile provides key information relating to the salary and working conditions e.g. location of a job, along with the current focus of the role and a brief description of the main duties.

Job Details
	Job Title:
	Business Information Officer & Founder Community Lead

	Salary:
	£34,434 - £37,280

	Grade:
	9

	Hours:
	37 hours per week        Temporary contract until 31 March 2028

	Team:
	Business & Intellectual Property Centre (BIPC)

	Service Area:
	Economy & Place: Future Economy

	Primary Location:
	Business & IP Centre, 2nd floor, Oxford Westgate Library, Oxford  

	Budget responsibility:
	None

	Responsible to:
	BIPC Manager 

	Responsible for:
	None


Job Purpose
	[bookmark: _Hlk513794740]This is a brief overview of the key objectives of the job including the context within the team/department.

The Business & Intellectual Property Centre (BIPC) Oxfordshire supports entrepreneurs, startups, and small businesses across Oxfordshire to develop the insight, skills, and confidence needed to start and grow successful businesses. Delivered by Oxfordshire County Council in partnership with the British Library London BIPC. BIPC Oxfordshire is part of a national network of Business & IP Centres and is an established, award‑winning service with a strong reputation for quality and impact.

The service is based in Oxfordshire County Council’s flagship public library in Oxford city centre and benefits from high visibility and excellent accessibility. Operating “on the high street”, BIPC Oxfordshire reaches a broad and diverse audience and works closely with local businesses, universities, schools, community organisations, council services, and national partners. A key element of the offer is Startup Huddle Oxford, now the world’s largest monthly startup networking event, which plays a significant role in convening and connecting the county’s entrepreneurial ecosystem.

This position plays a critical role within the BIPC and is a key public facing representative of the service. The postholder is expected to be confident in face‑to‑face engagement and to provide welcoming, enthusiastic, and empathetic customer service to early‑stage enquirers, while also responding effectively to more detailed and complex business and intellectual property enquiries.

The postholder uses a range of specialist resources and online databases covering local, UK, and global markets, industry and company information, and intellectual property. They support customers to develop independent research skills and make informed business decisions. The BIPC workshop and marketing suite are fully equipped with modern technology to support a varied programme of in‑person, online, and hybrid events.

BIPC Oxfordshire has an excellent track record in customer satisfaction and stakeholder engagement. The service continues to evolve, and the postholder will be expected to work with the manager and team to build on existing successes and contribute to future development.





Job Responsibilities 
	This is a list of the main duties or tasks that the post holder will be expected to undertake.

· To deliver one-to-one business support sessions, providing guidance from entry-level to advanced level to test business ideas against frameworks (eg. Business Model Canvas) guiding them on how to create and test the viability of a business concept by using the tools available to determine the feasibility of ideas. 
· To provide one-to-one support in Intellectual Property, including designs, trademarks, copyright, patents, and others, to ensure customers have a clear understanding of their IP, how to protect it, commercialize it, and devise an IP strategy. Additionally, to signpost individuals to other available resources and support in areas such as international IP. 
· To undertake approved training from The British Library BIPC National Network and the Intellectual Property Office.
· Understand the business databases available for users at the BIPC, managing contract renewals and ensuring proper internal storage, and provide training to users in how to access and use them.
· To contribute towards the promotion of Business & IP Centre services and resources through a variety of channels including social media to increase take-up and awareness.
· To provide frontline face-to-face services at the BIPC Oxfordshire in Oxford, meeting agreed standards of service.
· To contribute to the strategic and sustainable development of the Business & IP Centre by identifying new product/service ideas and supporting promotional initiatives.
· To contribute towards the development of events and activities at the BIPC venue alongside the BIPC Manager which will enhance the customer experience and raise awareness of resources and opportunities.
· Train OCC staff and managers to ensure awareness of BIPC Oxfordshire's services is maintained and alive, and train staff to manage protected access to databases for customers when the BIPC is unstaffed in the evenings and Saturdays.
· To work alongside the BIPC Manager and the team to provide a service which meets the standards and expectations of Oxfordshire County Council and partners.
· Familiarise oneself with the Oxfordshire entrepreneurial ecosystem and identify other areas of support where users can be signposted to access support, opportunities and funding.
· To work with the Oxford Westgate Library Manager and team in a range of operational matters such as health & safety, centre availability and access to resources outside normal operating hours


Main tasks 
· To provide entry-level and advanced frontline face-to-face services at the Business & IP Centre in Oxford, Monday-Friday. Delivering 1:1 founder support sessions and supporting the community.  
· To answer enquiries received by email or other remote means to meet the agreed service standards. Providing information and signposting. 
· To provide training and guidance to users of the Business & IP Centre on how to access and use business information, intellectual property (IP) and other relevant resources across the ecosystem. 
· To make a contribution towards the BIPC’s success locally and nationally in meeting KPIs as set out by the British Library BIPC National Network and, as part of this, ensuring a high percentage return rate of feedback forms from users. 
· Capture customer journeys and case studies in the use of the service by diverse customer groups that can be used to encourage higher levels of participation and service awareness.
· To attend some staff meetings to update managers and staff on the BIPC service and other related matters as requested. 
· To demonstrate a willingness to develop new skills, as appropriate, in own or other departments/directorates to support the delivery of the BIPC as required by line management.

Additional information 
· The principal working hours of this post are Monday – Friday, 9.00am – 5.00pm
· This post may include occasional work in the evenings and weekends or to attend events and training outside Oxfordshire.









Section B: Selection Criteria
[bookmark: _Hlk535396426][bookmark: _Hlk518652118]This section provides a list of essential and desirable criteria that detail the skills, knowledge, behaviours, qualifications and experience that a candidate should have in order to perform the job. The selection criteria provide a list of essential (no more than 8-10) and desirable criteria (no more than 4). The criteria are aligned to our corporate values.

Each of the criteria listed below will be measured through; the application form (A), a test / exercise (T), an interview (I), a presentation (P) or documentation (D).
You must provide a supporting statement as part of your application which includes examples and evidence of when you have demonstrated the criteria listed below. You will be expected to address each point separately and in the order listed. If you do not complete a full supporting statement in the requested format your application may be rejected. 
	Essential Criteria
	Assessed By:


	Degree, or equivalent higher education qualification, as minimum. 
	A D 

	Experience in and knowledge of information resources and an awareness of customer needs and the ability to match them
Proven experience in and knowledge of information enquiry-handling skills, gained from experience and professional training in a customer-facing environment such as a public library or in a corporate, business or institutional context and professional training in similar environments

	A I P 

	Able to demonstrate an ongoing positive attitude to acquiring new knowledge and skills and maintaining Continuing Professional Development 

	A I P 

	Evidence of excellent  communication skills, interpersonal, verbal, written, digital and web-based methods in order to help the wide-range of customers who will use the service in one-to-one and workshop situations as well as remotely. 
Able to demonstrate an excellent high-level awareness of customer needs and ability to match them by keeping aware of and responding to customers’ changing needs.
Able to demonstrate experience in working with a wide range of people such as entrepreneurs, business partners, stakeholders and the general public – individually and in group settings. 

	A I P 

	Established skills in IT, digital and social media to meet the innovative and creative needs of the service, as well as using such tools to maintain record-keeping and appointment or event management. 
Substantial experience in being able to search effectively using a variety of information tools such as online databases and print information resources. 

	A I P 

	Ability to prioritise work and deliver to deadlines and to agreed standards.  

	A I P 

	Aptitude to work well as a member of a team, to make a positive contribution to the work of the service and to form co-operative working relationships with colleagues.

	A I 

	Able to demonstrate an understanding of and an ability to support customers who come from diverse backgrounds 
	A I P

	Desirable Criteria

	Assessed By:

	Business related qualifications and related accreditations
	A D

	Knowledge of intellectual property
	A I P 
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Section C: Pre-employment Checks
All appointments are subject to standard pre-employment screening. This will include identity, references, proof of right to work in the UK, medical clearance and verification of certificates. Further information can be found here Pre-employment checks 

Additional pre employment checks specific to this role include:

	☐
	Enhanced Disclosure and Barring Service check with Children’s and Adults Barred List
	☐
	Enhanced Disclosure and Barring Service check without an Adult/Children’s barred list check

	☐
	Enhanced Disclosure and Barring Service check with Children’s Barred List
	☐
	Enhanced Disclosure and Barring Service check with Adults Barred List

	
	Standard Disclosure and Barring Service check
	☐
	Basic Disclosure

	☐
	Disqualification for Caring for Children (Education)
	☐
	Overseas Criminal Record Checks

	☐
	Prohibition from Teaching
	☐
	Professional Registration

	☐
	Non police personnel vetting
	☐
	Disqualification from Caring

	☐
	Other (please specify): 
     
	
	




[bookmark: _Hlk535396535]Section D: Working Conditions
This is a guide to the working conditions and the potential hazards and risks that may be faced by the post-holder.
Health and Safety at Work 

You are responsible for your own health, safety and wellbeing, and undertaking health and safety duties and responsibilities for your role as specified within Oxfordshire County Councils Health and Safety Policy.

The potential significant hazard(s) and risk(s) for this job are identified below (those ticked).

	☐
	Provision of personal care on a regular basis
	☐
	Driving HGV or LGV for work

	☐
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects
	☐
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or WCC vehicle for work purposes)

	☐
	Working at height/ using ladders on a regular/ repetitive basis
	☐
	Restricted postural change – prolonged sitting

	☐
	Lone working on a regular basis
	☐
	Restricted postural change – prolonged standing

	☐
	Night work
	☐
	Regular/repetitive bending/ squatting/ kneeling/crouching

	☐
	Rotating shift work
	☐
	Manual cleaning/ domestic duties

	☐
	Working on/ or near a road
	☐
	Regular work outdoors

	☐
	Significant use of computers (display screen equipment)
	☐
	Work with vulnerable children or vulnerable adults

	☐
	Undertaking repetitive tasks
	☐
	Working with challenging behaviours

	☐
	Continual telephone use (call centres)
	☐
	Regular work with skin irritants/ allergens

	☐
	Work requiring hearing protection (exposure to noise above action levels)
	☐
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres)

	☐
	Work requiring respirators or masks
	☐
	Work with vibrating tools/ machinery

	☐
	Work involving food handling
	☐
	Work with waste, refuse

	☐
	Potential exposure to blood or bodily fluids
	
	Face-to-face contact with members of the public

	☐
	Other (please specify):
[bookmark: Text115]     
	
	




Agile Working

All staff may be required to work from a different base or in a different location at some point in the future in line with any Council or school needs.  Such changes will be made after proper consultation and shall be deemed to be reasonable after taking into account any personal requirements. 
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