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PERSON SPECIFICATION
BUSINESS DEVELOPMENT EXECUTIVE

	SKILLS
	ESSENTIAL 
	DESIRABLE

	GENERAL 

 

	Excellent decision-making skills and ability to use own initiative
	✓
	

	Ability to work to deadlines and targets
	✓
	

	Excellent organisational skills
	✓
	

	Ability to prioritise own workload
	✓
	

	COMMUNICATION AND INTERPERSONAL 

 

	Ability to develop effective relationships with colleagues, clients and key stakeholders, at all levels
	✓
	 

	Ability to be able to influence clients and stakeholders to increase awareness of Plymouth Pavilions and drive sales
	✓
	 

	Excellent written and verbal communication skills
	✓
	

	Ability to identify and react calmly and efficiently to 

issues, and strive to provide solutions
	✓
	

	INFORMATION HANDLING 
 

	Ability to manage information from all areas of the organisation
	✓
	 

	Ability to gather and analyse data
	✓
	 

	ADMINISTRATIVE
 

	Excellent IT skills (Microsoft Office, CRM system)
	✓
	 

	KNOWLEDGE AND QUALIFICATIONS
	ESSENTIAL 
	DESIRABLE

	Relevant degree level education or equivalent
	
	✓


	Demonstratable knowledge of the corporate events 

industry
	
	✓

	Demonstratable knowledge of General Data Protection 

Regulations (GDPR).
	✓
	

	EXPERIENCE
	ESSENTIAL 
	DESIRABLE

	Experience of working in a Business Development or Sales environment
	✓
	

	Experience of working and delivering in a client facing role
	✓
	

	Experience of utilising a diary system to meet the requirements of a role
	
	✓

	Experience of producing and disseminating analytical reports
	✓
	

	Experience of working in a live entertainment environment
	
	✓

	PERSONAL ATTRIBUTES
	ESSENTIAL 
	DESIRABLE

	Enthusiastic and energetic, with a positive and flexible 

approach to work
	✓
	

	Strives to expand knowledge and experience
	✓
	

	Consistent in delivering tasks
	✓
	

	Team player
	✓
	

	Creative with an ability to ‘think outside the box’
	✓
	

	A passion for sales
	✓
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