Job Description
Job title: Business Development Assistant
Accountable to: Business Development Manager
Job Summary
The Business Development Assistant will support the promotion of services at Practice Plus Group Hospital Birmingham and assist in delivering referral and market share targets. The role will involve supporting engagement with patients, GP practices, practice managers, Referral Management Centres, and other key stakeholders to help increase referrals and raise awareness of the hospital’s services for self-pay, privately insured, and NHS patients.
The post holder will work closely with the Hospital Director, Senior Finance Manager, Operations Manager, Private Healthcare Lead, Business Development Manager, and Central Marketing Team to support local marketing and relationship management activities.

Principal Duties and Responsibilities
· Support the delivery of business goals and referral targets using existing marketing materials, campaigns, and communication tools. 
· Assist with organising and coordinating visits to GP practices, opticians, community groups, and other stakeholders. 
· Help maintain and develop positive relationships with GP practices and key contacts to encourage local referrals. 
· Assist in maintaining accurate customer and stakeholder records, including contact details and visit outcomes. 
· Support the identification of local marketing opportunities and community engagement initiatives. 
· Assist with gathering market intelligence and competitor information for reporting purposes. 
· Work with the Central Marketing Team to support newsletters, publicity materials, staff profiles, and promotional campaigns. 
· Help organise CPD events, charity events, awareness days, and other local promotional activities. 
· Assist with reviewing and updating local website content and social media platforms such as Facebook and NHS profiles. 
· Support the wider Business Development and site teams by sharing information, ideas, and best practice. 
· Support the ongoing management and monitoring of all social media platforms, ensuring timely updates, audience engagement, brand consistency, and effective promotion of hospital services and initiatives.


Communication and Relationship Skills
Preparation
· Review customer information, contact records, and schedules to support effective planning of stakeholder engagement activities. 
· Build and maintain good working relationships with internal teams and external stakeholders including GP receptionists, practice managers, and community contacts. 
Execution
· Develop and maintain a good understanding of the hospital’s services and patient pathways. 
· Support customer engagement activities and attend meetings or events where appropriate. 
· Respond professionally to queries from stakeholders and escalate issues when required. 
Follow-up
· Maintain accurate daily records of contacts, calls, meetings, and activities. 
· Provide updates to the Hospital Director and Business Development Manager regarding progress and outstanding actions. 

Key Performance Indicators
· Support achievement of referral and revenue growth targets 
· Delivery of stakeholder engagement activity targets 
· Accuracy and timeliness of reporting and administration 
· Quality of stakeholder relationships and feedback 
· Contribution to local marketing and awareness activities 




Additional Responsibilities
Conflict of Interest
All staff are responsible for ensuring they do not abuse their official position to gain benefit for themselves, family, or friends and must declare any conflicts of interest as soon as they arise.
Confidentiality
The post holder must preserve the confidentiality of information relating to patients, staff, and Practice Plus Group business in line with relevant legislation. This obligation will continue indefinitely.
Health and Safety
Employees must be aware of their responsibilities under the Health and Safety at Work Act (1974) and follow agreed safety procedures to maintain a safe environment for patients, staff, and visitors.
Risk Management
All staff have a responsibility to report clinical and non-clinical incidents promptly and cooperate with investigations when required. Training on Datix incident reporting will be provided.
Safeguarding
Practice Plus Group is committed to safeguarding the welfare of children, young people, and adults at risk who access its services.
Equal Opportunities, Privacy, Dignity and Respect
Practice Plus Group is committed to promoting equal opportunities and ensuring all employees, applicants, and service users are treated fairly and with dignity and respect.




Person Specification
	Criteria
	Essential
	Desirable

	Qualifications
	GCSE English and Mathematics
	Evidence of higher-level education

	Experience
	Experience working within an NHS environment; experience building relationships with stakeholders or customers.
	Sales or customer service experience; healthcare sector experience

	Technical Skills
	Good communication and interpersonal skills; IT literate; organised and able to manage administrative tasks. Marketing experience and advantage.
	Awareness of marketing or business development activities

	Desired Behaviour
	Positive and proactive attitude; willingness to learn; ability to work collaboratively; professional approach; good organisational skills.

	Interest in healthcare marketing or business development

	Other
	Full driving licence and ability to travel within the local area
	—



This job description is intended as a guide to the scope and responsibilities of the post and may be reviewed and amended in consultation with the post holder.

