
 
Position Description: Business Development Advisor 
Kaiwhakahaere | Manager Business Development Manager 

Te Wāhi Noho | Location Various 

Te Rā | Date January 2026  

Whakapānga Tuatahi | Direct reports 0 

Ngā Hononga Mahi | Working relationships Internal:  BCITO employees nationally 

 External:  Stakeholders 
 

He mōhiotanga mō BCITO | Introduction to BCITO 

Nau mai, haere mai, whakatau mai. 

BCITO Limited is New Zealand’s largest provider of building and construction trade apprenticeships. We are 
industry owned and led, and report to Construction Skills New Zealand (CSNZ). 

At BCITO, our purpose is clear and our impact powerful. We manage apprenticeships and training for the 
building and construction sector. Our programmes are designed to be straightforward for learners and 
workable for employers. Because each trade has its own rhythm, risks and requirements, we build full, end-
to-end programmes with wraparound support, so an apprentice can progress from their first day on the job 
to being fully qualified, and an employer can grow capability on site without slowing the job. 

BCITO’s difference is focus and follow-through. We ensure the breadth and depth of our programmes meet 
industry needs and stay close to both learner and the employer to support their journey. Our qualifications 
are robust because we work with NZQA and TEC; our delivery is practical because we build it with industry 
and our outcomes are strong because we measure them, learn and improve. That is why employers stay 
with us, why apprentices recommend us, and why we continue to be New Zealand’s provider of choice for 
work-based learning in the construction trades. 

Looking ahead, we remain committed to stability for learners and employers as vocational education 
evolves. Our aim is to make the system simpler to navigate, quicker to respond to new methods and 
materials, and more supportive of people finishing well.  

In a sector that builds homes, schools, hospitals and workplaces, people are the critical infrastructure. At 
BCITO, we are building people who are building people, and that is how New Zealand builds its future. 

 

 

https://www.wordhippo.com/what-is/the-meaning-of/maori-word-aace08d9bd913a8ea9e27a1e643463765de27398.html
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Vision and Values 
We are a group of passionate people, with our ‘essence' 
encompassed by our Vision and Values. 

We recognise that the success of BCITO is linked to the 
performance, capability, and well-being of our people. 
We offer our people competitive remuneration, great 
career training and development opportunities, excellent 
employee-support benefits, and flexible working 
conditions. 

 

 
Te Kaupapa | Purpose 

The key purpose of a Business Development Advisor is to work with all BCITO sectors to develop sales 
outcomes through formal prospecting & relationship development across our Qualification range. 
Working with Schools & other stakeholders to promote trades within the Building & Construction Industry 
as a potential career choice and BCITO qualifications as a way of achieving this. 

 

Te Tū Whakahaere | Reporting Structure 
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Ngā Whāinga Matua | Key Responsibilities 

Business Development 

• Prepare a Business Development Advisor Sales Plan that identifies target trade sectors 
and employers that will be called on to gain trainee sign-ups in these trade sectors. 

• Use prospecting to target both current BCITO and non-BCITO affiliated employers, including 
discontinued trainees and inactive employers, to build and grow a quality database of 
employers through CRM. 

• Make first contact with CRM opportunities within 48 hours to ensure a high level of 
customer service at all times. 

• Use CRM to track opportunities through to the training agreement stage. 
• Ensure that CRM contacts / opportunities are updated with the latest information at all times 

as required. 
• In conjunction with the Business Development Team promote the job matching service to 

all relevant external stakeholders. 
• Manage resources required to deliver the BCITO brand messages at local education & industry 

events including arranging the presence of Area team members in consultation with Area 
Manager. 

• Proactively keep up to date with BCITO product & systems knowledge. 
• Work with Business Development Manager to ensure any marketing activity, national or 

regional communicated and executed to ensure maximum penetration of target audience and 
return on BCITO investment. 

 

Strategic Customer Relationship Management 
• Establish productive, professional relationships with key personnel in assigned customer 

accounts; focussing on understanding the customer’s business and industry. 
• Develop solutions that best address customer’s strategic human resource planning needs. 
• Aligning the BCITO qualifications and training solutions with the customer’s business drivers, 

structure, and strategies. Incorporating educational stakeholders and coordinating the 
involvement of all necessary company people. 

• Strategic Education / Training Relationship Management. 
• Establish productive, professional relationships with key people in assigned educational providers, 

understanding their business drivers, structure, and strategies, including stakeholders responsible 
for proposing, approving and implementing investment in programmes of study. 

• Increase awareness of the BCITO and construction industry career opportunities within educational 
stakeholders through appropriate channels (expos and class visits / talks). 

 
Industry Data 
• Be familiar with and distribute relevant industry data to ensure stakeholders are informed 

when making decisions, BCITO seen as a “Trusted Advisor” to stakeholders’ business. 
 

Industry Association and Other Stakeholder Engagement 
• In conjunction with the BDM, develop and implement an annual industry association and 

other stakeholder engagement plan. 
• Build and maintain strong relationships with stakeholders so that the BCITO’s reputation 

is enhanced. 
• Maintain a regular schedule of meaningful contact to establish common ground with existing 

and new stakeholders to ensure relationships maintained. 
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Communication & Reporting 
• Present Sales and Marketing information / activity at each team meeting to ensure area teams 

are fully informed 
• Provide the Business Development Manager with immediate notice of any issues or 

opportunities that could have significant impact on your ability to meet your targets 
• Use CRM to plan activities and to record outcomes in concise way that will be understood 

by others using the CRM contacts 
• Develop and provide any other reporting that may be required to ensure management / 

industry remain informed. 
 
Note: The above responsibilities are not exclusive. The employee may be asked to perform other 
reasonable duties and responsibilities at management’s discretion. 

Health & Safety 

Always carry out the requirements of the position safely while supporting the organisation’s environment, of 
promotion and adherence to Health & Safety policies and procedures by all employees. 

 
Mōu | Person Specifications 

Essential 
• Proven sales experience in a service or product environment 
• Relationship management, networking, sales management and/or customer service experience 

(awareness of end-user of training) 
• Able to leverage relationships for a win/win outcome 
• Strong written and verbal communication skills 
• Well-developed facilitation and presentation skills 
• Great at planning, prioritising, and being flexible 
• Can get along with people from all walks of life 
• Can work autonomously and within a team 
• Has a current clean driver’s licence. 

 
Desirable 
• Business degree or equivalent relevant experience 
• Sound knowledge of the Building & Construction industry 
• An understanding of the vocational education/training sector 
• Existing industry, education sector and government agency contacts/networks 
• Training design experience (including knowledge of adult learning styles, customising material to 

meet the needs of different target groups). 
 

Signed by Business Development 
Advisor 

Signed by GM Growth, Marketing & 
Communications 

 
 
 
 
Date:  

 

 
 
Date:  February 2026 

 


