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Role Description – Partnership Development Manager
	Role title
	Partnership Development Manager
	Grade
	3
	Department
	Commercial Partnership

	Reports to (1)
	Commercial Partnership Manager 
	Direct reports (1)
	None

	Key relationships / interfaces (1)
	Internal: 
	Including but not limited to Partnership Development Team; Service Delivery Team; Accreditation Team and Life Long Learning Team; Volunteers & Branches Marketing Team; Portfolio Team. 

	
	External:
	Existing and future corporate partners; Individual members; Branch committees – specifically corporate liaison personnel; training providers and other third parties involved with APM Partners

	Role purpose (2)


	To focus on the promotion of APM advocacy for professionalism in PPM communities associated to individuals within existing and prospective corporate members, either directly or via strategic APM partners. To improve the external perception of APM as an influential and agenda-setting professional body through proactively developing new business and growing existing business based on the APM core activities (individual membership and qualifications) and also other APM IPR/products integral to the APM’s “five dimensions of professionalism”.

	Breadth of responsibility (3)


	To further develop APM’s image in the corporate in order to increase and strengthen APM’s membership base, encourage longevity of membership and reduce membership attrition.

	Dimensions and limits of authority (4)


	Significant changes in direction or input to the Membership Strategy are referred to the next level. Items of capital expenditure are signed off by the CEO.

	Key responsibilities / accountabilities (5)

	Key performance measures (6)

	· Manage APM’s relationship with an agreed number of existing accounts, which could include corporate members and industry sectors, to maximise membership retention and customer satisfaction, ensuring that customers are aware of and using the full range of APM products and services to meet their PPM professional needs.
	· Progress is tracked against a business plan for the development of each client or business sector based on increasing the number of resident on-going individual members and qualification takers within a given period. 
· Retaining and increasing the number of existing corporate members and likewise retaining and increasing the split of Band B, C and D corporate members. 
· Increasing the number of corporate members seeking APM Corporate accreditation.
· Increasing the throughput of qualification takers and individual members via Accredited Providers.
· Role holder to proactively look for opportunities to sell an increased range of APM IPR/products on a client by client basis which may include APM publications, web site and periodical sponsorship/advertising, Annual Conference/Awards sponsorship, event sponsorship, licensing of publications etc.

	· Develop new customers through appropriate activities, propositions and ethical sales methods, and relevant internal liaison, to optimise quality of service, business growth, and customer satisfaction.
	· Sales progress is tracked against defined business plan per client.
· Sales targets for new members and products are met or exceeded.
· Satisfactory or higher ratings are achieved in customer feedback surveys.

	· Plan and manage own sales activities and customer / prospect contact towards achieving agreed business aims.
	· A plan is developed for each prospective client to determine how they will be managed.

· Plan includes (but is not limited to) frequency of visits, telephone calls, emails, seminars and other events.
· Achievements can be demonstrated against the plan.

	· Plan and implement business development activities for key customers in co-operation with internal departments, branch representatives and the business development group.
	· A plan is developed for each existing client to determine how they will be managed.

· Plan includes (but is not limited to) frequency of visits, telephone calls, emails, seminars and other events. 
· Achievements can be demonstrated against the plan.

	· Use customer and prospect contact activity tools and systems and update relevant information held in these systems. 
	· Systems are kept up to date with current information held.

· Compliance with Data Protection Act.
· Any changes are updated within 24 hours of APM being made aware of the change.

	· Monitor and report on market and competitor activities and provide relevant reports and information. 
	· Monthly updates are provided to the Senior Management team on any activities within competitor organisations which may have a bearing on APM.


	· Attend and present at external customer meetings, exhibitions and other events to support business development, which may include collaborative activities with APM Strategic and Alliance partners. 
	· Role holder competently represents APM at external customer meetings, exhibitions and other events as defined by the Head of Membership/Commercial Manager.
· Role holder is regarded as a subject matter expert within APM and externally.

	· Assist the Membership Development Group in identifying prospective customers by attending branch and SIG events, exhibitions and conferences as required.
	· Targets are identified together with presentation of business rationale.

	· To ensure that the member database is kept up to date in relation to activities with key customers and future prospects.
	· Database is updated within 24 hours of APM being advised of a change

	· Ad-hoc projects as required by APM business strategy
	· Role holder competently and enthusiastically carries out ad hoc projects.


Person Specification – Membership Development Manager (2)
	Attribute
	Description


	Essential / desirable

	Qualifications (7)
	· Educated to degree level or equivalent
	· Desirable

	Experience (8)
	· Sales and key account management experience

· New business development experience

· Experience of membership and / or professional organisations
· Experience of the training, educational or academic sector
	· Desirable
· Desirable
· Desirable

· Desirable

	Knowledge
	· Business and financial acumen

· Commercial awareness

· Good understanding of APM and its purpose
	· Essential

· Essential

· Essential

	Skills
	· Excellent relationship management and customer service skills

· Excellent communication skills, both written and oral

· Good PC skills including Word, Excel, PowerPoint and CRM tools
	·    Essential

·    Essential

·    Essential

	Behaviour / competency (9)
	· Adaptability 
· Communications 
· Customer & Supplier focus

· Working Together/Teamwork
· Leadership & Developing People
· Problem solving and Ownership
· Improvement Change and Creativity

· Planning and Organising
· Organisational Commitment
· Resilience
· Initiative and proactivity

· Interpersonal Skills

· Results orientation
	· Essential

· Essential

· Essential

· Essential

· Desirable
· Essential

· Essential

· Essential
· Essential

· Essential

· Essential

· Essential

· Essential
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