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NewcastleGateshead Initiative
Job Description 


Job title:	Administrative Executive (Business Engagement) 
Contract:	Part-time (25 hours / week) over 5 days. 
Salary:	£24,500 per annum (pro rata) 
Reports to:	Business Engagement Manager  
Directorate: Partnership and Business Engagement 

Job role and purpose: 

NGI (Newcastle Gateshead Initiative) has an exciting opportunity for someone organised and efficient who has the ability to manage multiple tasks and deadlines. The successful candidate will be responsible for providing day-to-day support to our partnership team. From setting up meetings, helping to coordinate events to website updates and reporting – this role is critical in ensuring our 160+ businesses get the most out of their partnership with NGI. 

You will have:

· Excellent attention to detail.  
· Excellent organisational skills. 
1. Experience in a busy face-paced environment.
1. A can-do attitude 
Who we are 

Newcastle Gateshead Initiative (NGI) is a destination and inward investment agency whose mission is to inspire people to visit, live, learn, work, and invest in Newcastle, Gateshead, and the wider region.   

We exist to benefit local people, creating jobs, opportunities, and a great place to live for current and future generations. NGI champions key growth sectors on a global stage, maximising impact with the support of hundreds of public and private sector partners.   

We promote the city and region on a national and international level driving visitor economy growth and attracting investment. We undertake a range of place promotion activities, for capital investment and the real estate sector.

We are also the VisitEngland recognised Local Visitor Economy Partnership for Newcastle and Gateshead and the lead accountable body for the first-ever Destination Development Partnership Pilot in England funded by the Department of Culture, Media, and Sport (DCMS). As a social enterprise, all projects are dedicated to making a lasting social and economic impact.  

Our values 

· Inspiring 
· Inclusive 
· Sustainable 
· Authentic 
· Impactful 
· Ambitious 

www.ngi.org.uk 

What can NewcastleGateshead Initiative offer you? 

· Generous annual leave entitlement (25 days, plus bank holidays, increasing to 27 after 2 years’ service)
· Enhanced occupational sick pay
· Death in service benefit
· Eyecare vouchers
· Pension contributions 6% of salary
· Fantastic learning and development opportunities
· Commitment to and investment in your Continued Professional Development 
· Employee Assistance Programme
· City centre office location with flexible hybrid working with an expectation to be in the office 60/40. 

Principal duties and responsibilities:

The following list is typical of the level of duties which the post holder will be expected to perform. It is not necessarily exhaustive and other duties of a similar type and level will be required from time to time to support NGI to achieve its ambitions. 

· Support with logistics for partner events, meetings and forums. 
· Support with internal and external reporting of delivery and outcomes for our partners, maintaining good records of activities, KPIs, enquiries, partner agreements and correspondence.
· Onboarding and offboarding partners and maintaining partner databases and CRM. 
· Support with preparation of meeting and event materials including PowerPoint presentations, reports, partner agreements and updates 
· Utilising internal communication channels to update colleagues on NGI partnerships and events.
· Administrative support including budget sheet updates, raising POs, maintaining accurate partner records.
· Support for NGI staff with booking travel and hotels and support for external event bookings, orders and logistics. 
· Monitoring email inboxes and responding in a timely manner. 
· Updating and adding partner information, listings, job opportunities and events across our digital platforms and websites to ensure it is current, accurate and up to date. This includes our events platform Data Thistle and our newly launched SkillsHub.  
· Any other administrative tasks that ensure the smooth running of NGI with our partners and key stakeholders. 

Wider responsibilities 

· Be an ambassador for Newcastle, Gateshead and the wider region and a guardian of our brands. 
· Deliver a partnership approach to all initiatives and projects 
· Undertake any other duties that may be required to ensure the smooth running of the wider organisation.

















NEWCASTLEGATESHEAD INITIATIVE

ROLE SPECIFICATION

JOB TITLE: Administrative Assistant (Business Engagement)


	
CATEGORY

	
ESSENTIAL
	
DESIRABLE

	1. SKILLS, KNOWLEDGE AND APTITUDES








	· A demonstrable ability to develop and maintain strong and productive relationships with a range of contacts.
· Excellent attention to detail.
· Able to work under pressure and to timescales.
· Professional and committed approach.
· Organised and excellent time management
· Strong administrative skills and PC literate. 
· Excellent customer service and relationship management skills.
· 
	· Awareness of the regional business landscape that NGI operates within.
· Proficient with Eventbrite 
· 

	2. QUALIFICATIONS AND TRAINING
	· Vocational or professional qualification
	1. Professional business / admin qualifications 

	3. EXPERIENCE



	· Experience of using CRM (Customer Relationship Management) systems
· Proficiency in Microsoft Office, including Word, PowerPoint, Excel, Teams, and Outlook.
· Experience in a similar role 

	


	4. DISPOSITION






	1. Flexible, reliable and loyal.
1. Personable.
1. Creative.
1. Team player.
1. Conscientious.
1. Positive attitude.
1. A self-starter and highly motivated to succeed. 
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