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NBSL:  LEA 
 

JOB DESCRIPTION: 

Lead Enterprise Adviser 

Reporting to the Operations & Finance Director, the primary purposes of this post are to: 
 

1. Provide advice to prestart clients who wish to start their own business and support them through 
the Business Planning process and in accessing necessary resources. 

2. Assist clients to business start and support these new SMEs in the initial 12 months trading period.  

3. Project manage client progress and contract performance in line with funder and NBSL 
requirements in order to achieve funding contract requirements.  

4. Drive up demand for enterprise support across the county through effective marketing of NBSL 
programmes and services, working alongside our Marketing Manager including the use of relevant 
social media platforms and liaison with internal and external partners and stakeholders. 

5. Integrate the enterprise service into a seamless offer of ongoing business support and skills 
development provided by NBSL and build on these as other opportunities are identified. 
 

PRINCIPAL DUTIES AND RESPONSIBILITIES  
 

1. Initially assess a client’s readiness to start/run a business with regards to personal & business 
needs/awareness (including skills/competency assessments where appropriate). 

2. Counsel pre-start clients to recognise what challenges they will face, opportunities they will have 
and support them to develop & implement their business idea. 

3. Provide sound, confidential & impartial advice to increase their interest, confidence, desire & 
motivation to start their business. 

4. Deliver a high-quality service of support to prestart & new businesses in Northumberland; advising 
/guiding through the business planning process and supporting them to access the resources 
needed (eg: funding, premises) to the point of trading and in the initial 12 month trading period. 

5. Contract manage outcomes against contract criteria. Devise/implement action plans to address any 
shortfalls arising. Liaison with workshop providers to ensure scheduled provision meets the 
developing needs of clients and delivers the required number of hours support. 

6. Work alongside our Marketing Manager, use relevant social media platforms and liaison with 
internal & external partners/stakeholders to increase client enquiries re start-up support. 

7. Monitor the delivery and impact of the assistance with the client and identify further assistance as 
appropriate. 

8. Individually and with other NBSL colleagues, identify funding opportunities for expanding the 
service and/or to seamlessly integrate with current offers. 

9. Manage own personal and professional development to ensure knowledge and skills are up to date 
and in line with the needs of clients, including up to date information on legislation, finance,  funding 
and signposting to other relevant support programmes available. 

10. Ensure all required funding documentation is completed accurately and that standard procedures 
are followed at all times to ensure full compliance with quality, project and funding criteria. 

11. Ensure that all relevant client documentation (manual and electronic records) is 100% accurate, 
complete & up to date and that manual records reconcile with electronic records. 

12. Represent NBSL at relevant forums as identified. 

13. Maintain the highest standard of professional conduct at all times with customers, colleagues and 
other business networks/partnerships and to make a contribution to developing and improving 
customer services in a customer focused environment to achieve high levels of customer 
satisfaction. 

14. To undertake such other duties and responsibilities as are specified by the Company as required 
are commensurate with the level of the post. 

15. This post is part funded through various public & EU funded projects. Allocation to projects will be 
determined by the SMT.  Where necessary, time sheets must be kept clearly allocating actual time 
spent on each project. 

16. The post holder may be expected to be available outside normal office hours on occasion. 


