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JOB TITLE:		Relationship Manager 

DEPARTMENT:		Client Services 

LOCATION:		Manchester base with occasional travel to other sites

POSITION:		Full time, permanent

REPORTS TO:		Senior Relationship Manager

STAKEHOLDERS:		Relationship/Strategic Leads, Client Training teams, School Management Teams
(Including PQ/PD), Apprenticeship Operations, Programme and Support teams

JOB PURPOSE

Working closely with key internal departments, including Relationship/Strategic Leads, and externally with the client, the Relationship Manager will be responsible for ensuring key client programmes run successfully to achieve client retention. The role includes proactively running and growing the client’s portfolio of programmes.

The Relationship Manager will act as a key point of contact between BPP and the client, working closely with the Service Delivery and Onboarding teams to ensure service and programme requirements are met.

As well as regular communications with the clients, provision of advice on existing and future programmes, key tasks will also include:

· Project manage the onboarding of new client intakes, 
· Planning courses, 
· Ensuring courses are delivered as planned and on time, 
· Analysing student performance etc. 

PRINCIPAL JOB ELEMENTS AND RESPONSIBILITIES

· Support Senior Relationship Manager and the BPP Bids team with the RFP process and the on boarding of a new contracts
· Establish and maintain strong client relationship through regular and structured contact that will include face to face meetings and telephone/email communications.
· Act as a key point of contact for the client
· t training team and senior stakeholders Tasks will include but not be limited to:
· Chair client meetings and organise events
· Prepare and conduct regular programme reviews and provide feedback from these reviews to the client on a timely basis
· Awareness of student results across Schools, and associated analysis where required
· To create a plan and schedule accordingly to meet the clients’ needs
· To ensure the client is aware of the portfolio of available programmes across all Schools
· To work with internal departments to ensure that everything is in place to ensure the end to end programme logistics runs smoothly and on time:
· Ensuring communication to students/apprentices/client of programme structure at each cohort is timely and clear
· Lead on programme related contact with students e.g. Kick-off calls, re-sit calls, deferral calls, evaluation sessions
· Working with internal teams to discuss and confirm any changes to the educational programme and feeding this back to the client on a timely basis
· Liaise closely with internal stakeholders to discuss programme activity on a frequent and timely basis
· Liaison with Service Delivery team to ensure all programme scheduling and operational tasks take place in desired timescale
· Management and scheduling of ad-hoc projects
· To undertake any other activities requested by the management team 

General responsibilities

· Be an ambassador for BPP both internally and externally communicating and promoting the vision and direction of the company with passion
· Operate within data protection guidelines and ensure customer confidentiality is maintained at all times
· Comply with all aspects of BPP’s business policies and procedures including but not limited to H&S, data protection, equality and diversity, DfE funding rules and compliance

SKILLS, KNOWLEDGE AND QUALIFICATIONS REQUIRED FOR ROLE

· A proven track record of managing successful relationships with clients 
· Industry knowledge/understanding/experience
· Experience in working with demanding clients and under tight deadlines
· Apprenticeships knowledge/experience
· Project Management skills, managing complex activities to tight deadlines
· Excellent communication skills: verbal and written
· Excellent planning skills, able to create high level & detailed plans
· Excellent negotiating skills, being able to influence outside of line management structure
· Good working knowledge of Microsoft Office
· Passionate about providing excellent client service with a positive approach to dealing with people
· Proactive and professional attitude to work 
· Ability to cope with conflicting demands and to prioritise tasks
· Strong motivation and positive approach to team working and building new client and business relationships
· Experience of working to KPIs and SLAs in a commercial environment
· Management/supervisory experience

Desirable Skills
· Knowledge of BPP product range
· Knowledge of existing BPP processes and support functions
· Experience within the education/training sector would be preferred but not essential
· Financial services professional qualification experience
· Previous experience of negotiating supplier/client contracts and understanding the key challenges


The successful candidate will be required to undergo a credit check and a basic DBS check as part of a BPSS check. 
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