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BPP Job Description

Job Title		Client Relationship Manager (CRM) Assistant

Department		Law School

Location		Home based

Additional details	Hybrid

Contract type		Full time and permanent	

Hours of work		37.5

Reporting lines	CRM, Team Lead 


Job Purpose

The Law School is looking for an outstanding individual to proactively assist the CRMs to manage and develop excellent relationships with employers of the Law School.
The role-holder will work collaboratively with key Law School stakeholders including Onboarding and Programme Operations, to ensure employer satisfaction with all elements of BPP’s programmes and that the sponsored learner and apprentice experience in the Law School is positive. 
Key Responsibilities 
· Confidently manage ‘pooled’ Legal Apps. inbox which involves replying to employer queries and escalating any points of complexity
· Collate, analyse and share data (e.g. attendance and assessment results) with employers
· Report to employers on learner progression
Working with the CRM Team Lead, the successful candidate will have responsibility for collating and tracking data relating to all of the Law School employers and their learners to ensure that the CRMs are able to have informed conversation with employers. This will include upholding BPP values and encouraging others to do so, to ensure we deliver an outstanding employer and learner experience. 

What you’ll be doing
The CRM Assistant will:
· Support the CRM with updating new employers to the Law School until their learners are onboarded and ensure an effective handover from the Legal Apps. Commercial team and Account Developer stakeholders to the CRM so that a new employer’s first impression of the Law School is a positive one
· Communicate key pre-programme information (e.g. dates, eligibility, funding, induction details) to employers as early as possible 
· Work with internal stakeholders (including Award Leaders, Programme Operations, Coaches and Legal Apps. Commercial Team) to respond to employer queries about their on-programme learners.
· Regularly review the Legal Apps. employer inbox to ensure all employer queries are responded to, including escalating any complex queries to a CRM or Award Leader.  
· Look out for themes from employer queries and create updated sets of FAQs for CRMs to use.
· Ensure that the invoicing of employers is well-organised and properly tracked 
· Suggest, develop and implement improved processes and procedures to ensure compliance with employers’ reporting requirements
· Liaise with BPP’s central Attendance team to understand processes to record sponsored student/apprentice data on attendance and progress and setting up reporting systems to clients
· Ensure that SQE vouchers are purchased on time for apprentices and sponsored students and that each voucher and invoice from Kaplan is properly tracked.
· With CRM supervision, act as a point of contact for employers where sponsored learners/apprentices have academic or non-academic concerns and signpost or escalate issues where appropriate.
· Prepare data-rich progress reports and assessment results grids for employers ensuring that any issues with learner progress/attendance are flagged early
· Establish and maintain strong relationships with Kaplan and the SRA to ensure that employers are kept up-to-date with any changes to the SQE regime
· Support the CRM to liaise with key central BPP teams to ensure appropriate provision for sponsored learners and apprentices from Admissions through to Graduation

Qualities, Skills and Attributes:
	Descriptor
	Essential
	Desirable

	Excellent communication skills
	
	

	Excellent data skills including experience of interpreting data and presentation of findings 
	
	

	Excellent self-organisation and  time management skills  
	
	

	Experience of project work and task management
	
	

	Work to tight deadlines
	
	

	Ability to work well as part of a team
	
	

	Ability to evaluate risk, identify the response, escalate when needed and respond in a timely manner 
	
	

	Able to deal with difficult/sensitive employer and learner issues 
	
	




Pre-employment Checks 
· Credit Check **Remove if not required.
· DBS Check **Remove if not required.
· Other Check(s) (please specify) **Remove if not required.
BPP actively promotes equality of opportunity for all with the right mix of talent, skills and potential, and welcomes applications from a wide range of candidates.  BPP will select candidates for interview based on their skills, qualifications and experience. Please note that for those posts that are exempt from the Rehabilitation of Offenders Act 1974, the successful candidate will be required to undertake a DBS check in addition to BPP undertaking any necessary online searches. This is deemed appropriate and necessary from a safeguarding perspective, and in line with BPP’s safer recruitment practices.
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