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Position Description
Position Title: Business Consultant

About us

Community Business Bureau (CBB) champions best business practice in the community service sector through
business consulting services, employee benefits that support the recruitment and retention of skilled staff,
and professional development activities for sector personnel. Based in Adelaide, Darwin, Perth and
Melbourne, CBB has over 50 staff members committed to the continuing development of our products and
services to better serve the community. Our offering includes partnerships with national brands such as
Beyond Bank and StreetFleet.

For more than 20 years we’'ve been operating as a not for profit social enterprise, serving 500 client
organisations around Australia — from some of the largest not for profits in the country through to smaller,
regional organisations. We don’t exist to pay shareholders and we aren’t driven by pure commercial
objectives. We deliver value to the sector through our work and through our Community Development
Program, which supports the sector through scholarships and pro bono professional support. We intend to
continue our growth so that we can reach more organisations and invest more funds in sector development.

Our values
» Respect
» Integrity
» Service

» Empowerment



Position Overview

Title of Position Business Consultant

Reports to General Manager, Consulting and Business Services
Direct Reports None

Employment Status Fixed term

Salary/Award As per employment agreement

Position Purpose

CBB'’s business consulting service seeks to build the business capability of the not for profit sector through
access to high quality consultants with senior experience in running organisations and key business functions.
Consulting activity considers a wide range of business functions including business and financial models,
organisational strategy, change management, people and culture, marketing and operational management.
Consulting is delivered via consulting projects, training and facilitation, and coaching of senior and emerging
leaders. Business consulting is delivered on a fee for service basis for individual clients or via a program of
support to multiple organisations.

CBB Business Consultants are responsible for business development, delivery of client projects and for the
ongoing development of our consulting products to ensure that they are providing contemporary and
impactful solutions for clients.

This position will have the following key responsibilities:
» Delivering consulting services to CBB clients that build the sector’s business capability
» Developing new client business
» Informing the development of new consulting products and ensuring the continuous improvement of
existing products
» Using a contemporary understanding of the sector, the issues that affect it, and best practice solutions
to inform our consulting practice

Key Stakeholders

» CBB consulting clients and potential clients

» CBB consultants (in house and associate)

» CBB relationship managers

» Stakeholder organisations, including peak bodies and potential referral agencies
Key challenges

» Balancing business development with client projects to build a steady pipeline of new business whilst
delivering value to current clients

» At times, managing a number of complex client projects simultaneously

» Delivering effective client solutions within the not for profit context of limited resources



Key result areas
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Deliver high quality business consulting services

Relationship management and communications

Business and product development

Knowledge management and continuous improvement
Ensure effective workplace health and safety (WHS) practices

Be a part of the CBB team

Key result areas

KRA 1: Deliver high quality business consulting services

4

Deliver impactful consulting services to CBB clients that address their business needs and develop their
internal business capability

Deploy a range of different tools and techniques to deliver positive consulting outcomes, including issue
identification; analysis and interpretation of data; project planning, management and reporting;
development of key business documents; training, facilitation and coaching

Work effectively with CBB’s in house and associate consultants to deliver a joined up service for clients
that maximises impact achieved across a multi-disciplinary skill set.

Success in this KRA will be demonstrated by:

»

»

Client feedback demonstrates that consulting services have delivered against client objectives and met
client expectations
Achieving revenue targets for CBB consulting services

KRA 2: Relationship management and communications
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Effective and productive management of relationships with client organisations, including their board
members and senior leadership

Ensuring confidentiality of client organisations at all times and managing any real or perceived conflicts
of interest

Managing support to client organisations within agreed timelines, budget and resourcing

Obtaining client organisations’ feedback in order to support analysis of our added value and impact
Record keeping and data management to support business development, project delivery, relationship
management, resource management, impact measurement and reporting

Identifying risks and issues and implementing agreed risk management actions

Success in this KRA will be demonstrated by:

4
4

Client projects are delivered to time and budget
Relevant systems are maintained with up to date and accurate information



KRA 3: Business and product development

Proactively identifying and building relationships with prospects in our target market

Working with CBB’s relationship managers and consulting colleagues to jointly target new business from
potential and existing clients

Managing the end to end business development process for a cohort of clients, from prospect
identification through to contract for service

Developing fully costed proposals and project quotations that address client requirements and support
clients in achieving their objectives, including competitive tenders, pitches and presentations

Seeking and following up opportunities to sell in additional services

Negotiating fees and contract terms with clients

Developing new products and consulting models to meet client needs within a sustainable resourcing
and revenue model

Success in this KRA will be demonstrated by:

Securing new client business and repeat business from existing clients
Effective planning and costing of client projects

KRA 4: Knowledge management and continuous improvement

» Maintaining up-to-date knowledge of the not for profit and social enterprise sectors, including key

developments impacting the sector

» Capturing learnings and impacts and applying this to the continuous improvement of consulting products

and services

» Contributing to thought leadership and content marketing opportunities, including writing blogs and

articles, and speaking at events

Success in this KRA will be demonstrated by:

Successful and timely delivery of thought leadership/content marketing deliverables
Effective participation in sector and professional networks and events

KRA 5: Ensure effective workplace health and safety (WHS) practices
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Be responsible for maintaining a tidy office environment

Ensure personal work areas are free from hazards

Assist in the evaluation of hazards on CBB property or assets

Ensure reporting of any incidents or near misses either directly involved in or witnessed by you

Ensure any equipment (including vehicles) are maintained and in safe working order

Ensure your own actions or lack of action does not place you or others’ physical and/or psychological safety
at risk

Comply with all WHS legislation, policies and practices

Success in this KRA will be demonstrated by:

Minimisation of WHS incidents and near incidents
Positive contribution to the WHS of all CBB employees, customers and visitors



KRA 6: Be a part of the CBB team

»

Embrace and integrate CBB’s purpose, values and behavioural expectations into your role

» Be a positive and proactive contributor to CBB’s quality and continuous improvement agenda
» Comply with CBB’s conditions of employment, code of conduct, standards of behaviour, confidentiality, fair

treatment and other human resources, workplace health and safety and organisational policies and procedures
Support CBB’s commitment to diversity and Employment Opportunity (EO) in the workplace including, but

not limited to the Aboriginal Reconciliation Action Plan and the general provision of culturally competent

and respectful services

Contribute to and maintain a positive team environment including proactively contributing to CBB’s quality

and continuous improvement agenda and customer focus

Be a positive contributor to team and organisational goals and ensure that you report to work in a fit state

to perform all duties

Perform other duties as reasonably required within scope of skills and experience and where agreed
perform duties that contribute to your professional development

Success in this KRA will be demonstrated by:

» The provision of quality customer outcomes
» Performance reviews that reflect the display of positive CBB behaviours
» Positive contribution to CBB’s customer focus culture



Person Specification

Essential experience, knowledge and attributes

»

v v v v Vv

Senior management and/or leadership experience with responsibility for running an organisation or key
business function, with corporate responsibility across the business

Senior-level experience in a relevant profession or business discipline that contributes to a balance of skills
across the consulting team, for example, strategic planning, financial management, human resources, IT,
change management, operations, product development, business development

Strong analytical and problem solving skills, with a drive to identify solutions and opportunities for
improvement

Willingness to challenge the status quo and the ability to tackle sensitive issues with calm authority
Demonstrated success in delivering consulting services at a senior level (board and executive)

Proven success in mentoring senior executives

Demonstrated success in managing multiple, simultaneous clients/projects to scope, cost and time
Excellent interpersonal skills, with the ability to quickly build rapport and the gravitas to establish effective
working relationships with senior client representatives and colleagues within CBB

Excellent verbal and written communication skills, including the ability to explain complex issues with clarity

» A strong work ethic, with a drive to achieve results and the energy and resilience to manage periods of

»

heavy workload
Commitment to continuous improvement of service and self, including to continuously learn and stay up-
to-date with best practice

Desired experience, knowledge and attributes

4
4

4
4

A good understanding of the not for profit, social enterprise and government sectors

An understanding of relevant policy, regulation and compliance issues in relation to governance and
management of not for profit organisations, with experience of translating these into practice

Tertiary qualification in a relevant discipline

Relevant qualifications in management and/or leadership

Personal attributes/capabilities

At CBB, we live our values through:

» RESPECT » INTEGRITY » SERVICE » EMPOWERMENT
- Respectful - Professional - Adapting to - Open to feedback
- Sensitive to others behaviour differences - Lifelong learning
- Composure under - Trustworthy
pressure

Conditions of employment
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Must be an Australian citizen or permanent resident, or have a current visa to work in Australia
6 month probation period applies

Drivers Licence

National Police Check

Occasional out of hours work is required

All employees must undergo an annual performance review with their manager



» This role includes a requirement to travel, including interstate travel and travel to rural and remote
locations





http://www.henderconsulting.com.au/
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