


JOB TITLE:  Leeds Business Crime Reduction Partnership Coordinator 
REPORTS TO (TITLE):  Leeds Business Crime Reduction Partnership (BCRP) Manager
DATE: April 2026


JOB DESCRIPTION

1. PERSON PROFILE

This role requires an energetic, solution driven person who can work autonomously, with initiative within an established, high performing team setting. You will be very well organised with excellent communication skills, able to adapt your style to different audiences and colleagues.  You will have to make an impact quickly so will be ambitious and innovative with the ability to have a flexible working style. You will have experience working within a business and/or partnership environment and be able to demonstrate that you are always customer service focussed. 

2. MAIN PURPOSE OF THE JOB 

To assist in the delivery of business crime reduction initiatives in Leeds city centre. You will assist (and deputise, when necessary for) the LeedsBCRP Manager in developing and maintaining a partnership approach to business crime reduction and anti-social behaviour within LeedsBID through fact to face contact with businesses, and statutory partners such as West Yorkshire Police, and Leeds City Council. 

This role is key and pivotal in providing an efficient and effective management of all aspects of LeedsBCRP, one of the priority projects for LeedsBID in its 2025-2030 Business Plan.  The role will be hands on. You will be working alongside, and responding at high level to BCRP members, LeedsBID levy payers, statutory city partners, internal customers and colleagues and, as such, will be required to build effective relationships with all stakeholders whilst at the same time working towards the common goal of growing the LeedsBCRP network.


3. KEY RESPONSIBILITIES 

Communication & Engagement- 
Daily engagement with businesses, including BCRP members & levy payers | Attend regular business briefings | Attend meetings, workshops, and other events to promote LeedsBCRP membership & engagement | Key point of contact for businesses on safety & crime 
Radio Network & DISC Intelligence Gathering & Sharing-
Maintain and improve the radio network, troubleshooting any issues, change batteries and faulty handsets/chargers. Update & review DISC daily, eg incident reports, reports to WYP, identify repeat offenders, share court outcomes etc. collect & analyse crime & safety intelligence from businesses and other sources | Facilitate the sharing of intelligence within the BCRP, ensuring that businesses and police have access to relevant information whilst maintaining full GDPR compliance at all times by ensuring that the LeedsBCRP rules and protocols are adhered to by both members of the city stakeholders. 
Relationship Building-
Establish & maintain strong relationships with businesses, police, council etc | represent LeedsBCRP at multi-agency partnership events & meetings. 
Crime Prevention Initiatives-
Understand the specific requirements of Leeds businesses and implement local crime reduction initiatives, and advise businesses on security measures and best practice for preventing crime
Data Analysis & Reporting-
Analyse crime data to identify trends and patterns, informing crime prevention strategies | assist in preparation of reports and presentations on BCRP activities and performance. 
Admin & Finance-
Issue membership packs, update radio equipment database | work with finance team to identify/issue invoices & respond to late payments. 
Other Adhoc Duties- as required by LeedsBID and LeedsBCRP. The successful candidate will work towards both LeedsBID and LeedsBCRP goals. 


4. KEY SKILLS AND EXPERIENCE

Essential
· Demonstrated strong communication and interpersonal skills, with a proven ability to communicate across all types of business and at all levels. 
· Be capable of addressing groups in training sessions/meetings. 
· Demonstrated knowledge of business-related crime, person crime, and anti-social behaviour, and how a BCRP/BID can be effective partners in crime prevention and improving safety. 
· Ability to collaborate with partners & stakeholders on multi-disciplinary solutions. 
· Proactive, strong organisational & time management skills, self-starter, initiative, problem solver, analytical, results driven, team player, can do attitude, creative thinker, able to work at pace, flexible, 
· Knowledge of city & the types of essential relationships across sectors.  
· Considerable, demonstrated experience working within a business environment
· Full clean driving licence, & no convictions. 
· Flexible- LeedsBCRP covers both daytime & nighttime businesses; weekend and unsociable hours will be required from time to time. 
· DBS Enhanced Check 

Desirable
· Radio communication skills
· Strong IT skills
· Project management skills
· First Aid Trained



5. SALARY AND PACKAGE 

· Annual Salary up to £30k depending on experience
· 37.5 hour working week over a 7-day period 25 days’ holiday plus bank holidays
· Employer’s pension contribution up to 8% of salary subject to a minimum employee contribution of 5% and eligibility criteria
· 4x salary ‘death in service’ benefit
· Healthshield Level 1 cover
· Company mobile phone
· Discretionary performance related bonus
· Birthday day off policy. 




