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POSITION DESCRIPTION 

 

Position details 

Position Title: Business Relationship Officer 

Department: Vocational Education and Training (V.E.T.) 

Classification: 
General Staff, Educational Services (Post Secondary Education) Award 2010 
level 6 

Position Status Ongoing 

EFT:  1.0 EFT 

Version:                             V4.1 008/2021 

Signatories and endorsements 

Date of Preparation: (this version)  3 August 2021 

Supervisor Title: Manager - Vocational Education and Training 

Supervisor Signature:  

Manager Title:  General Manager : Programs and Sport North East Northern 

Manager Signature:  

Incumbent Name:  

Incumbent Signature:  

 

Position summary

The Business Development Officer has specific responsibility for building relationships with employment 
services stakeholders, industry groups and employers, and other relevant stakeholders to develop and close 
opportunities for The Centre’s Education and Training products and services. The purpose of the role is to 
build the profile and position of The Centre within educational environments and local communities. The 
incumbent will be required to build relationships with local employers to meet their training needs and 
encourage direct involvement in programs (for example, guest speakers, workplace visits, work experience 
opportunities for learners). 

 

This position will be required to promote accredited and non-accredited qualifications and training programs 
including ACFE (pre-accredited Adult, Community and Further Education) and Fee-For-Service courses and 
all accredited qualifications on The Centre’s Scope of Registration. 

 

About The Centre 

Our Vision 

Vibrant communities that value learning 
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Our Purpose 

The Centre works with local communities to empower individuals to unlock their potential through 
participation, connections, pathways and learning. 

 

Our values and behaviours 

These values and behaviours guide us in how we do things here at The Centre.  Their purpose is to guide the 
Board, management, staff and our learners and clients as they interact with us and our communities. 

Respect 

We respect the right of all people to access opportunities to learn, grow and achieve the goals that are 
appropriated for them as an individual within their own circumstances. 

Integrity 

We value excellence and accountability in everything we do.  We are committed to always being honest and 
trustworthy. 

Empathy 

We provide a safe environment that embraces diversity and equality.  We value every person’s potential and 
their right to take action to improve their lives. 

Growth through innovation 

We innovate and create to inspire our communities and individuals to achieve positive change.  We are bold, 
relevant and open to change.  We embrace formal and informal learning, and welcome every opportunity to 
develop wisdom, skills and knowledge. 

For additional information relating to joining us and working at The Centre, please refer to Our Culture on our 
website. 

Organisational environment 

The Centre for Continuing Education Inc. (The Centre) is a community college focused on adult education and 
service provision based in North East Victoria.  The Centre operates out of campuses in Wangaratta, Benalla, 
and Mitchell local government areas and in other regions through local partnerships throughout the Hume 
region. 

The Centre has two departments – ‘Programs and Sport North East’, and ‘Business Operations’.  

The Programs and Sport North East Department comprises five program teams.  These are: 

1. Vocational Education and Training (V.E.T) North,  

2. Southern Region Programs 

3. Learner Engagement Team 

4. Sport North East Regional Sports Assembly    

5. Community Programs. 

The Business Operations Department supports The Centre with Finance and Payroll, Human Resourcing, I.T. 
support, and Facilities management.  

Marketing and Special Projects, including the Finding Strengths project, report directly to the CEO. 

The Centre is a Registered Training Organisation (RTO) providing nationally recognised training across a 
number of sites throughout the Hume region. The Centre provides support to learners and potential learners 
to overcome barriers to their learning through its Learner Engagement Team.   

The Centre also offers a range of community programs to build the capacity and achieve beneficial outcomes 
for our communities throughout the Hume region. These are provided through Sport North East Regional 
Sports Assembly, and the Community Programs teams. 

The Centre is a child safe organisation, committed to providing a child safe environment where children and 
young people are safe and feel safe, and their voices are heard about decisions that affect their lives. 
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Reporting relationships 

Reports to: 
 

Manager - Vocational Education and Training 

Supervises: Nil 

  

Contacts 

 

Internal relationships 

 

 

All staff at The Centre and The Centre’s trainers and V.E.T. project staff 

External relationships 

 

training stakeholders, employers and industry related partners, project partners, 
referral agencies and other stakeholders of The Centre. 

 

 

The Centre operates through a collaborative, team-based structure. 

 

Resource delegation 

Budgeted purchasing delegation as per The Centre’s Delegations Policy. 
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Key responsibility areas (KRAs) 

1. Relationship Management 

1.1 Build and maintain positive working relationships with local industry; business; other ACFE and RTO 
 partners, Government agencies and other key stakeholders to support take-up of The Centre’s course 
 and learner support offerings.  

1.2 Provide community organisations and support services with key information  relating  to programs 
and services offered by The Centre, to build referral pathways and establish  strong links in local 
communities. 

 

2. Business growth and development 

2.1 Conduct analysis of local environments to identify and understand local industry and learner needs 
 in identifying and developing new business opportunities 

2.2 Understand requirements of delivery of individual courses and programs across The Centre’s 
 operations to assist in promoting all of The Centre’s programs and courses to potential clients/ 
 learners in our delivery area. 

2.3 Assist in the development of marketing campaigns to attract learners and stakeholders to The 
 Centre’s courses and programs. 

2.4 Maintain compliance with the delivery of business development services and promote courses in an 
 ethical manner to stakeholders. 

2.5 Support trainers and other staff of The Centre in developing networks to support course delivery and 
 student placement. 

2.6 Achieve agreed delivery targets for this position. 

 

3. General 

As a staff member of The Centre: 

4.1 Contribute to The Centre’s commitment to providing a child safe environment.  This 
includes compliance with and support of The Centre’s Child Safe Policy and related 
procedures, and Child Safe Code of Conduct. 

4.2 Contribute to the process of continuous improvement, including new initiatives of The 
Centre and process improvement. 

4.3 Comply with the Code of Conduct and all policies and procedures of The Centre. 

4.4 Comply with OH&S and Equal Employment Opportunity (EEO) requirements of The 
Centre. 

4.5 Maintain excellence in customer service, a respectful and inclusive attitude to diversity, 
and commitment to continuous learning and improvement, to support The Centre’s 
strategic growth and development. 

 

Note: The incumbent can be expected to be allocated duties not specifically mentioned in this document, but 
within the capacity, qualifications and experience normally expected from persons occupying positions 
at this classification level. 

 

Specific performance targets will be negotiated as part of The Centre’s regular performance planning and 
review process. 

 

Accountability and authority

The incumbent will work within The Centre’s procedures, quality management processes and compliance 
requirements.   
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Additional information 

A six month probationary period applies to this position. 

The incumbent may be required to travel as part of completing the required duties of the role.  

 

Skills, knowledge and abilities  

Required key selection criteria (these criteria only to be addressed in employment application) 

1. Demonstrated experience as a business development officer preferably within an RTO or employment 
service environment with the ability to identify, build and maintain networks and relationships to 
support education and training program growth.  

2. Demonstrated understanding of ethical marketing, business development and relationship 
management strategies that meet contractual and compliance requirements to prospective learners 
and business contacts.  

3. Demonstrated experience in identifying opportunities and a proven record of achieving KPIs and 
targets with an emphasis on meeting client/ customer needs  

4. Experience in developing and maintain wide ranging relationships efficiently and effectively.  
 

Other required skills and knowledge 

1. Strong communication and interpersonal skills that include the ability to provide open and honest 
feedback to clients, and the ability to mediate and negotiate effectively with clients to support ongoing 
engagement and acceptance of interventions when required. 

2. Demonstrated ability to work as part of an interdisciplinary team to develop and achieve team goals 
and program outcomes. 

3. Demonstrated initiative and ability to adapt to change, a positive can-do attitude and willingness to 
accept responsibility for decisions and actions. 

4. Excellent time management skills with the ability to multi-task and deliver to required timeframes while 
maintaining a high attention to detail. 

5. Excellent verbal, written and interpersonal skills 

6. Computer and keyboard skills to maintain case management records and support online reporting 
requirements. 

7. Ability to exercise discretion and maintain confidentiality within legal constraints around this. 

 

Highly Desirable 

1. Diploma or above qualification in marketing or business-related discipline. 

2. Understanding of RTO marketing/ business development practice and compliance requirements 
related to the recruitment of learners  

 

Qualifications and Licences Essential/Preferable 

Qualifications in marketing or relevant field (Diploma or above highly 
preferred) 

Desirable 

Minimum of 3 years business development experience  Essential 

Current employee Victorian Working With Children Check Card (WWCC) Essential 

Satisfactory National Police Records Check Essential 

Current Australian Drivers Licence Essential 



POSITION DESCRIPTION A CHILD SAFE ORGANISATION 

 

TOID: 4172         ABN: 22 135 103 997 1 www.thecentre.vic.edu.au       6 

 

Qualifications in marketing or relevant field (Diploma or above highly 
preferred) 

Desirable 

 

Salary and conditions 

• Salary packaging as per agency policy is available 

• Annual performance appraisal 

• Based in Wangaratta and operating throughout North East Victoria 

 

 


