NEWCAP, Inc.
1201 Main Street
Oconto, WI  54153


JOB DESCRIPTION

JOB TITLE:				Business Coach – Business Development

FLSA STATUS:			Non-Exempt, Part-Time (25 hours per week)

LOCATION:				Oconto, WI

REPORTS TO:			Business and Economic Development Coordinator


GENERAL SUMMARY: 

· Provide entrepreneurs with comprehensive business coaching and training (technical assistance) to support clients in making positive decisions for themselves and their businesses. 
· Provide business coaching through online and face to face trainings including topics in business startup, expansion, HR, leadership and management, procedures and business financials including cash flow, grants and lending, financial management procedures and financial tools. 
· Perform operations and assist with expansion of the Virtual Business Center.
· Perform program and project marketing and community relations activities.

AGENCY EXPECTATIONS:
1. Adhere to agency policy and procedures.
2. Exceptional communication and organizational skills.
3. Maintain a positive and respectful attitude.
4. Demonstrate flexible and efficient time management and ability to prioritize workload.
5. Consistently report to work on time prepared to perform duties of position.
6. Has a strong work ethic putting the needs of the organization and clients first priority.
7. Ambassador for Newcap, Inc., along with all employees, and responsible for marketing/promoting the organization and its programs both internally and externally.
8. Demonstrates leadership to gain and maintain credibility, trust, and respect of all employees.
9. Proactively and effectively communicates the knowledge gained from education to others in the organization, through the use of presentations, e-mail, and conversations. 




ESSENTIAL DUTIES AND RESPONSIBILITIES:

1. Business Coaching and Technical Assistance
· Provide online, in person, group and classroom based business coaching and technical assistance to entrepreneurs to ensure clients have a comprehensive understanding of business startup, expansion, management and business finance.
· Assess client’s overall personal and financial picture and determine an action plan to support the start-up, recovery and expansion of a client’s business.
· Maintain up to date knowledge and coach clients through the required government filings, licenses, and procedures for setting up a business.
· Provide clients’ assistance with the development of detailed financial projections to ensure clients go into business ownership with a firm understanding of the financial impact of business startup and expansion.
· Support clients through coaching techniques as they work through fear and avoidance.
· Maintain up to date knowledge of business structures available in Wisconsin and advise on the options based on each client’s situation.
· Maintain up to date knowledge of and coach client through small business management techniques, business planning and lending opportunities.
· Refer to and collaborate with other Newcap business experts to ensure clients are receiving rounded business development training, assistance and education.
· Assist clients in creating business and marketing plan development, feasibility studies, expansion plans, HR manuals and processes, and other business activities.
· Support the Business and Economic Development Coordinator in finding, writing, securing, and reporting on current and new grants that maintain and will expand Newcap’s business development program.
· Maintain organized, confidential client coaching and technical assistance reports, contracts, intake forms, etc. both online and when appropriate, physical copies.
· Maintain Newcap’s Captain Database with all CYOO business development clients.

1. Virtual Business Center Program Operations and Expansion
· Work with the Business and Economic Development Coordinator to identify and develop training webinars, tutorials, live trainings, classes, and workshops.
· Provide monthly business tips and tools for business owners.
· Write monthly blogs and record webinars on business topics.
· Help facilitate the Vision to Creation business start-up classes.
· Promote the Virtual Business Center to clients, prospective clients and community partners.
· Maintain knowledge of all Newcap programs and related community programs and services. 
· Maintain relationships and network with other community-based service providers.
· Perform administrative duties such as data collection and entry, report preparation, documentation and other duties as assigned leader.


1. Marketing and Community Relations
· Cultivate relationships with area Economic Development Centers, WEDC, SBA, WWBIC, and other area business support service providers.
· Create relationships with community banks to garner support for Newcap’s business services, maintain up to date information on business banking offerings such as checking and savings accounts, business loans, merchant processing, credit and secured credit card options and other business services.
· Network throughout Newcap’s service area to expand awareness for Newcap’s Create Your Own Opportunities business development program, partner with area businesses and non-profits to support expanded service delivery and onboard new clients.

WORKING CONDITIONS:
This work is generally performed in an office environment. Much of the work will take place in the field across the nine-county region and in other areas of the state.  Some overnight and out of state travel is required.

EFFORT:
Long periods of time working at a computer terminal.  Use of keyboard may be stressful to hands or wrists.  Must be able to see, hear and speak.  Frequent handling and fingering, reading, working with information, standing, walking.  Occasional lifting up to 25 pounds, reaching, climbing, stooping.  Minimal evening and weekend is required.

MACHINES, TOOLS, EQUIPMENT:
Computer, cell phone, printer, photocopy machine, fax machine, calculator, shredder, telephone, van, or car

MINIMUM QUALIFICATIONS:
Post-secondary education in business, communications, public administration, transit planning, or 5 years’ experience in transportation related field and working with elderly, disabled and low income populations preferred.  A combination of education, training and experience that results in demonstrated competency performing the work may be substituted.  

ABILITIES REQUIRED:
· Knowledge of budgeting and grant writing.
· Ability to read, write using proper grammar/punctuation, and communicate effectively
· Possess organizational, planning, and analytical skills.
· Computer skills. 
· Experience with word processing, spreadsheets, scheduling, project management, presentation, graphics, layout, and design.
· Ability to perform tasks with minimal supervision or over-site.
· Ability to identify, communicate and assist in responding to the needs of multi-counties.
· Ability to supervise employees.

SPECIAL REQUIREMENTS:
· Must possess a valid driver’s license.
· Must pass a criminal background check.
· Must pass physical exam as it pertains to the job description.
· Must be able to maintain the confidentiality of any information encountered.

PHYSICAL DEMANDS:
Employee must be able to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.





NEWCAP, Inc., is an Equal Opportunity Employer.
2/1/2021
