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Welcome Message from Paul Scully, 
Minister for Small Business, Consumers and Labour Markets 

 
Dear Applicant, 
 
Thank you for your interest in the role of Small Business Commissioner (SBC). 
 
You may already have some idea about the important work of the SBC and this pack 
will tell you more about the purpose and the nature of the role. 
 
Late payment remains a significant issue for UK small businesses. It can cost time 
and money, prevents investment and growth, and, in the worst cases, can bankrupt 
businesses entirely. The issue is increasingly important in light of the impact of 
Covid-19 and the importance of cash-flow for the smallest businesses as we look 
forward to economic recovery. Government has therefore introduced several 
measures to tackle the issue of late payments and unfavourable payment practices 
in both the public and private sector.  
 
The SBC is an advisory Non-Departmental Public Body (NDPB), launched in 
December 2017 to help UK small businesses struggling with late payments. It was 
set up to: 
 
- Provide general advice and information to small businesses in connection with their 
supply relationships with larger businesses, including signposting small businesses 
to existing services; and 
- Consider complaints from small businesses relating to payment matters in 
connection with the supply of goods and services to larger businesses and make 
(non-binding) decisions and recommendations. 
 
The successful candidate will play a vital role in promoting the interests of small 
businesses. It is therefore crucial that applicants have determination to persevere 
and a real commitment to supporting UK small businesses struggling with late 
payments, with expertise in the challenges facing both large and small businesses. 
 
The role requires excellent judgment and the ability to deal with strategic issues 
affecting the Office of the SBC along with outstanding communication skills and the 
ability to represent the organisation in the public realm and the ability to work 
collaboratively with Non-Executive Directors and senior management of the Office of 
the SBC. 
 
If you believe you have the experience and qualities we are seeking to contribute to 
this important organisation, we very much look forward to hearing from you.  
 

Paul Scully MP 
Minister for Small Business, Consumers and Labour 
Markets 
 



VACANCY DESCRIPTION 
 
The Organisation:  

Late payment is a debilitating problem for millions of small businesses in the UK. It 
can cost time and money, prevent investment and growth and in the worst cases 
bankrupt businesses entirely. It has become increasingly important in recent months 
due to the impact of Covid-19 and the importance of cash-flow for the smallest 
businesses as we look forward to economic recovery. 

The Office of the Small Business Commissioner (SBC) was established in 
December 2017 under the provisions of the Enterprise Act 2016 to empower small 
businesses throughout the UK to resolve payment disputes with larger businesses 
and avoid future issues by encouraging a culture change in payment practices and 
how businesses deal with each other. The Commissioner is intended to act as a 
strong disincentive in relation to late payment and unfavourable payment practices. 

The Commissioner's principal functions, as set out in legislation, are: 

 to provide advice and information to small businesses in connection with their 
supply relationships with larger businesses, including signposting small 
businesses to existing services and; 

 to consider complaints from small businesses relating to payment matters 
relating to the supply of goods and services to larger businesses and make 
(non-binding) decisions and recommendations. 

Alongside these statutory functions, the Commissioner has a number of strategic 
aims, which are to: 

 build the confidence and capabilities of small businesses to assert 
themselves in contractual disputes, and negotiate more effectively by 
accessing information and advice; 

 raise awareness among small businesses of existing support, including 
alternative dispute resolution providers (which is under-utilised by small 
businesses) as well as appropriate sector ombudsmen and other regulators; 

 encourage larger businesses to improve their payment practices regarding 
their small suppliers; 

 help small businesses resolve payment disputes in ways that preserve 
business relationships; 

 decide whether to publish reports on determinations and whether to disclose 
the names of respondents to complaints; 

 prepare and publish an annual report on the Commissioner’s activities and 
an annual statement of accounts for audit by the Comptroller and Auditor 
General; both will be laid before Parliament; and 

 lead the office of the SBC including Accounting Officer responsibility for its 
publicly funded budget and management of staff. The operating cost of the 
Commissioner c. £1.425m per annum. 



Building on these functions BEIS announced in: Creating a Responsible Payment 
Culture: Government Response, published in June 2019, that responsibility for 
administering the Prompt Payment Code will move from the Chartered Institute of 
Credit Management (CICM) to the Commissioner and be reformed. Responsibility 
for the Code was transferred to the Commissioner in March, and BEIS are now 
working to reform and strengthen the Code, increasing the number of organisations 
signed up to it, and ensuring it plays a more significant role in driving improved 
payment practices. 

To further enhance the positive impact the Commissioner has on payment 
practices, BEIS plans to consult on the option of providing the Commissioner with 
legislative powers to activate enforcement mechanisms against large businesses 
that: 

 do not comply with information requests; and 
 are found to have poor or unfair payment practices towards small 

businesses. 
 

The Framework Document, setting out the broad framework within which the Office 
of the SBC operates, can be found here: 

https://www.gov.uk/government/publications/small-business-commissioner-
framework-document 

 

The Role: 

The Secretary of State is seeking to appoint a new Small Business Commissioner 
 
The role has six broad elements: 
 
 setting the strategic direction of the organisation and delivering against a 

robust business plan; 
 raising the awareness and profile of the Commissioner and the Office of the 

SBC; 
 providing strong leadership to your staff; 
 overseeing investigations into complaints and publishing outcomes; 
 leading the Prompt Payment Code compliance and supporting Code reforms 

to ensure it plays a more significant role in driving improved payment 
practices; and 

 performing the role of Accounting Officer for the organisation. 
 
Strategic direction of the organisation 
As Commissioner, you will need to be tenacious and energised, leading (with 
input from advisory boards as appropriate) the development and application of 
strategies and approaches to significantly drive up the number of in-scope 
enquiries and complaints received by the Office of the SBC. You will set 
stretching targets for the number of enquiries/complaints received, with these 
forming part of the critical metrics for the organisation. You will also oversee the 
development and delivery of an ambitious Business Plan. 



 
Awareness raising among stakeholders 
You will lead the work to establish the Office of the SBC as the go-to 
organisation for small businesses experiencing problems being paid by larger 
businesses - providing advice and information and raising awareness of existing 
support to build the confidence and capabilities of small businesses to assert 
themselves when dealing with their large business suppliers. To support this aim 
you will coordinate the development and implementation of an ambitious 
Communications Plan. 
 
You will establish and maintain a high profile and credibility with small 
businesses, government and the Devolved Administrations to successfully 
influence the resolution of late payment disputes. You will work with large 
businesses to drive the universal adoption of prompt payment practices and 
promote a culture of paying on time, especially to small businesses suppliers. 
You will be required to travel throughout the UK to engage with businesses and 
comfortable talking with everyone from a freelancer to a FTSE CEO. You will 
also need to be comfortable with technology enabling you to hold meetings 
online. 
 
Staff leadership 
You will lead a small team, initially consisting of 11 staff, with the support of the 
Commissioner’s Head of Operations. You will need to be inclusive in the 
leadership and development of your staff, ensuring they are equipped and 
enabled to deliver, and are provided with clear strategic direction. You will also 
actively engage with and utilise the wider experience and knowledge of the 
SBC’s Non-Executive Directors to support strategic decision making. 
 
Late payment investigations and report publishing 
In line with statutory functions you will consider complaints from small 
businesses relating to payment matters in connection with the supply of goods 
and services to larger businesses. You will make non-binding decisions and 
recommendations on them, requiring you to demonstrate excellent judgement 
and take into account the broad range of information available to you. You must 
be confident in challenging poor payment practice where you find it, speaking up 
for small businesses in disputes and praising larger businesses who seek to 
improve their payment practices as a result of your intervention.   
 
Prompt Payment Code  
You will lead the Code compliance work, rigorously ensuring companies 
continue to meet the standards of the Code. You will support the BEIS-led work 
to strengthen the Code, increase signatories, and ensure it plays a more 
significant role in driving improved payment practices. 
 
Accounting Officer role 
As Accounting Officer, you will take personal responsibility for safeguarding 
public funds, alongside core operations of the Office. Your accountabilities will 
include assuring Parliament, key partners and the public of high standards of 
probity in the management of public funds, including publishing an annual report 
and accounts detailing the activities of the Office of the SBC. 



Essential Criteria: 
The successful candidate will demonstrate in their application all of the following: 
 
 strategic outcome-focussed leadership and delivery; 
 targeted partner engagement to raise the profile of organisation; 
 outstanding communication, interpersonal and influencing skills; 
 encouraging staff to excel in the delivery of corporate objectives; 
 driving a culture of innovation and continuous improvement; and, 
 evidence-based decision making. 
 
Desirable Criteria: 
 experience of working with or within both small and larger businesses in the 

UK; 
 financial governance; 
 an understanding of UK law, specifically contract law; and, 
 experience or understanding of alternative dispute resolution. 

 

The successful candidate will need to commit to: 

 the UK Corporate Governance Code and best practice in the area of 
commercial governance; 

 the Nolan principles of public service (Selflessness, Integrity, Objectivity, 
Accountability, Openness, Honesty and Leadership) detailed further below; 
and 

 the principles of diversity and equal opportunities.  
 

Selection Process: 

 Advert closes: 25/10/2020  
 Shortlisting meeting: 12/11/2020.  
 Interviews: 07/12/2020   
 

Recruitment Panel: 

The Recruitment Panel will comprise: 

 Panel Chair and BEIS Representative: Gemma Peck, Business Growth 
Directorate, BEIS 

 Organisation Representative: Mike Cherry, National Chairman, Federation of 
Small Businesses 

 Independent Panel Member: Wendy Barnes 
 

Terms of Appointment: 
 
The Commissioner will be appointed for a period of four years, with the potential for 
extension/renewal. Any extension or renewal will be subject to satisfactory 



performance appraisals and approval from the Secretary of State. The performance 
of the Commissioner will be reviewed by BEIS at least annually.   

The role of the Commissioner is full-time and based in Victoria Square House in 
central Birmingham.  

Remuneration: 

Remuneration for the role will be £120,000 per annum. The successful applicant will 
also be eligible to enrol into the Civil Service Pension Scheme and receive a 
minimum of 25 days of paid annual leave, increasing by 1 day per year up to a 
maximum of 30. 

Standards in Public Life 

Candidates must confirm that they understand the standards of probity required of 
public appointees outlined in the ‘Seven Principles of Public Life’ drawn up by the 
Committee on Standards in Public Life. 

 
 
HOW TO APPLY 
 
 
The closing date for applications is 25/10/2020 at 23:00.  
Late applications will not be accepted. 
 
 
To apply for this post please: 
 

 Complete the Application Form by clicking here.  
 Submit your cover letter and CV to publicappointments@beis.gov.uk 

 
Please ensure that you include “Small Business Commissioner” in the subject box. 
 
Alternatively, if you would like this form in a Microsoft Word document you can 
request this via the appointments team at publicappointments@beis.gov.uk  
 
If you have any queries regarding the application process, please contact Nadia 
Toma at publicappointments@beis.gov.uk 
 
 
 
DIVERSITY AND EQUAL OPPORTUNITIES 
 
 
The Department for Business, Energy and Industrial Strategy is committed to the 
principle of public appointments on merit with independent assessment, openness 
and fairness of process and to providing equal opportunities for all.  



 
Applications are welcome from all, but we particularly encourage applications from 
women, people from an ethnic minority, people with disabilities and other 
underrepresented groups.  
 
BEIS offers professional training courses on public sector finance and governance 
for those new to the public sector. BEIS works with Government Departments to 
ensure they have the capacity to attract the widest field of candidates and to make 
the best possible appointments. All applicants are asked to complete an anonymised 
Diversity Monitoring Form used for data gathering information only in order to ensure 
Departments are recruiting from the widest possible pool. 
 

 
The Commissioner for Public Appointments 
 
 
This appointment is regulated by the Commissioner for Public Appointments to 
ensure that it is made on merit after fair and open competition.  
 
More information about the role of the Commissioner and the Governance Code on 
Public Appointments can be seen at: 
http://publicappointmentscommissioner.independent.gov.uk/ 
 
 

 
MAKING A COMPLAINT 
 
 
If you feel your application has not been treated fairly and you wish to make a 
complaint, you should initially send an email to: publicappointments@beis.gov.uk 
 
If you are not content with our response, please contact the Commissioner for 
Public Appointments at: publicappointments@csc.gov.uk 
 
Further information on complaints procedure can be found on the Commissioner for 
Public Appointment's website.   
 
 

 

 

 

 

 



CONFLICTS OF INTEREST  

What is a conflict of interest? 

Public Appointments require the highest standards of propriety, involving 
impartiality, integrity and objectivity, in relation to the stewardship of public funds 
and the oversight and management of all related activities.  This means that any 
private, voluntary, charitable or political interest which might be material and 
relevant to the work of the body concerned should be declared.  

There is always the possibility for real or perceived conflicts of interest to arise.  
Both are a problem, as the perceived inference of a conflict may, on occasions, be 
as damaging as the existence of a real conflict. It is important, therefore, that you 
consider your circumstances when applying for a public appointment and identify 
any potential conflicts of interest, whether real or perceived.  

Surely a perceived conflict is not a problem, as long as I act impartially at all 
times? 

The integrity of the individual is not in question here. However, it is necessary for the 
standing of the individual that members of the public have confidence in their 
independence and impartiality. Even a perceived conflict of interest can be 
extremely damaging to the body’s reputation and it is therefore essential that these 
are declared and explored, in the same way as an actual conflict would be. The fact 
that an individual acted impartially may be no defence against accusations of 
potential bias.  

What should I do if I think I have a conflict of interest? 

You will find a section on conflicts of interest in the application form for you to 
complete. This asks you to consider and declare whether you have a real, or 
perceived, conflict. If you are unsure if your circumstances constitute a possible 
conflict, you should still complete this section, in order to give the Selection Panel as 
much information as possible. 

If I declare a conflict, does this mean I will not be considered for appointment? 

No - each case is considered individually. If you are short listed for interview, the 
Panel will explore with you how far the conflict might affect your ability to carry out 
the role, if you were to be appointed.  

What happens if I do not declare a known conflict, which is then discovered 
by the Department after my appointment?  

Again, each case would be considered on its merits, but the Department may take 
the view that by concealing a conflict of interest, you would be deemed to have 



breached the Seven Principles of Conduct Underpinning Public Life and may 
terminate your appointment. 

What happens if I do not realise a potential conflict exists? 

This situation may arise where the applicant is not familiar with the broad range of 
work which a body covers and therefore does not realise that a conflict might exist. 
In some cases, the Panel, with their wider knowledge of the body, might deduce that 
there is a potential conflict issue, based on the information on employment and 
experience provided by the candidate in the application form. They will then explore 
this at interview with the candidate. 

Areas where a conflict could arise 

There are five main issues, which could lead to real, or apparent, conflicts of 
interest. These are:  

 Relevant pecuniary or other interests outside the organisation; 
 Relationships with other parties/organisations which could lead to perceived 

or real split loyalties; 
 Pending Government Policy could give unfair personal advantage to people 

with allied business interests – for example access to privileged information – 
trade secrets; 

 Perception of rewards for past contributions or favours; 
 Membership of some societies or organisations. 

 

 
THE SEVEN PRINCIPLES OF PUBLIC LIFE 
 
 
In 1995, the Committee on Standards in Public Life defined seven principles which 
should underpin the actions of all who serve the public in any way. 
 
Consistent with the Governance Code, applicants will be assessed on merit, and all 
candidates for public appointment will need to uphold the standards of conduct set 
out in the Seven Principles of Public Life. These will be tested as part of the 
selection process and the Selection Panel must satisfy itself that all candidates for 
appointments can meet these standards; which are: 
 
Selflessness 
Holders of Public Office should take decisions solely in terms of the public interest. 
They should not do so in order to gain financial or other material benefits for 
themselves, their family, or other friends. 
 
Integrity 
Holders of Public Office should not place themselves under any financial or other 
obligation to outside individuals or organisations that might influence them in the 
performance of their official duties. 



 
Objectivity 
Carrying out Public Office business, including making public appointments, 
awarding contracts, or recommending individuals for rewards and benefits, holders 
of public office should make choices on merit. 
 
Accountability 
Holders of Public Office are accountable for their decisions and actions to the public 
and must submit themselves to whatever scrutiny is appropriate to their office. 
 
Openness 
Holders of Public Office should be as open as possible about all the decisions and 
actions that they take. They should give reasons for their decisions and restrict 
information only when the wider public interest clearly demands. 
 
Honesty 
Holders of Public Office have a duty to declare any private interests relating to their 
public duties and to take steps to resolve any conflicts arising in a way that protects 
the public interest. 
 
Leadership 
Holders of Public Office should promote and support these principles by leadership 
and example. 
 

BEIS PUBLIC APPOINTMENTS PRIVACY NOTICE 

This notice sets out how we will use your personal data, and your rights. It is made 
under Articles 13 and/or 14 of the General Data Protection Regulation (GDPR).  

YOUR DATA 

We may process the following personal data:  

name, contact details, employment history, qualifications, CV and other background 
information relevant to your application including sift and interview assessments, 
conflicts of interest, and political activity. 

This may also include other information gathered as part of due diligence, including 
information obtained from public sources.  

Purpose / Whether the provision of personal data is part of a statutory or 
contractual requirement or obligation and possible consequences of failing to 
provide the personal data 

To the extent that you are providing your personal data in relation to a BEIS Public 
Appointments, the failure to provide this information will mean that we are unable to 
progress your application for the positions advertised. 

Our legal basis for receiving and using your data  



Our legal basis for receiving and using this information is that BEIS and the Cabinet 
Office have both a legal obligation, and public task, to collect this data to ensure that 
high quality candidates are identified via robust recruitment processes in line with 
the Governance Code for Public Appointment published pursuant to Article 3(1) of 
the Public Appointments Order in Council 2019. If requested by the Commissioner 
for Public Appointments, this information can be shared pursuant to Article 4 of the 
Public Appointments Order in Council 2019.  

We also process your data on the legal basis that it is necessary prior to entering 
into a contract/terms of appointment to carry out pre-appointment checks. We may 
process special category data which comes to light during due diligence checks 
which has manifestly been made public by you, or where it is of substantial public 
interest in order to carry out our functions If you have applied for a BEIS public 
appointment we will share your information with the  members of the Advisory 
Assessment Panel. If requested, it may also be shared with the Commissioner for 
Public Appointments pursuant to Article 4 of the Public Appointments Order in 
Council 2019. This will be in a non-identifiable way.  

We also process your data on the legal basis that it is necessary for the 
performance of a task carried out in the public interest or in the exercise of official 
authority vested in the data controller. This is enabled through section 149 of the 
Equality Act 2010. The specific category of personal data is necessary for the 
purposes of identifying or keeping under review the existence or absence of equality 
of opportunity or treatment between groups of people with a view to enabling such 
equality to be promoted or maintained. It is not carried out for the purposes of 
measures or decisions with respect to your application for a government public 
appointment. You can choose not to declare this data. 

Special category data is personal data revealing racial or ethnic origin, political 
opinions, religious or philosophical beliefs, or trade union membership, and the 
processing of genetic data, biometric data for the purpose of uniquely identifying a 
natural person, data concerning health or data concerning a natural person's sex life 
or sexual orientation. 

Our legal basis for processing this information is documented above. 

Recipients 

If you apply or have been considered for a UK Government public appointment 
Information you supply to BEIS as part of your application for a UK Government 
Public Appointment may be shared with Cabinet Office. 

Diversity data which may include age, gender, ethnicity, sexual orientation, recorded 
disability, faith and geographical location, principal employment sector, number of 
government public appointments held, and declarable political activity may be held 
in a non-identifiable form for up to 5 years. This information may be shared with 
OCPA, your name will not be included. This data may be published in summary 
form.   

This data is shared with Cabinet Office IT suppliers in order to securely collect and 
store the data. Contractual obligations in line with data protection law are placed on 



our data processors to guard against loss of your data and require them to take all 
reasonable steps to treat your data reliably and with integrity. 

Retention period  

Applicant data will be collected on behalf of the Office of the Commissioner for 
Public Appointments (OCPA) via a secure section of the HM Government Public 
Appointments website. BEIS may store your name, a summary of biographical 
details you shared and the outcome of your application for up to 3 years.  

Diversity data which may include age, gender, ethnicity, sexual orientation, recorded 
disability, faith and geographical location, principal employment sector, number of 
government public appointments held, and declarable political activity may be held 
for up to 3 years. This information may be shared with OCPA in a non-identifiable 
format, your name will not be included. This data may be published in summary 
form.   

The record of the sift and interviews will be held by BEIS for the duration of the post. 

This data is shared with Cabinet Office IT suppliers in order to securely collect and 
store the data. Contractual obligations in line with data protection law are placed on 
our data processors to guard against loss of your data and require them to take all 
reasonable steps to treat your data reliably and with integrity. 

Your rights 

You have the right to request information about how your personal data are 
processed, and to request a copy of that personal data.  

You have the right to request that any inaccuracies in your personal data are 
rectified without delay.  

You have the right to request that any incomplete personal data are completed, 
including by means of a supplementary statement.  

You have the right to request that your personal data are erased if there is no longer 
a justification for them to be processed.  

You have the right in certain circumstances (for example, where accuracy is 
contested) to request that the processing of your personal data is restricted.  

You have the right to object to the processing of your personal data where it is 
processed for direct marketing purposes.  

You have the right to object to the processing of your personal data where the 
processing is necessary for the performance of a task carried out in the public 
interest or in the exercise of official authority vested in the data controller, such as 
the exercise of a function of the Crown, a Minister of the Crown, or a government 
department; the exercise of a function conferred on a person by an enactment; the 
exercise of a function of either House of Parliament; or the administration of justice.  

Automated decision making 



 

The existence of automated decision making, including profiling and information 
about how decisions are made, the significance and the consequences. The 
provision of the information you provide is not connected with individual decision 
making (making a decision solely by automated means without any human 
involvement) or profiling (automated processing of personal data to evaluate certain 
things about an individual. 

International transfers 

As your personal data will be stored on our IT infrastructure, and shared with our 
data processors, it may be transferred and stored securely outside the European 
Union. Where that is the case it will be subject to equivalent legal protection through 
the use of Model Contract Clauses or the Privacy Shield scheme. 

Complaints  
If you consider that your personal data has been misused or mishandled, you 
may make a complaint to the Information Commissioner, who is an 
independent regulator.  The Information Commissioner can be contacted at:  

Information Commissioner's Office 
Wycliffe House 
Water Lane 
Wilmslow 
Cheshire 
SK9 5AF 

0303 123 1113 

Email: casework@ico.org.uk 

Any complaint to the Information Commissioner is without prejudice to your right to 
seek redress through the courts.  

Contact details  
The data controller for Public Appointments is joint between the appointing 
department, OCPA and the Cabinet Office. The Department for Business, 
Energy & Industrial Strategy (BEIS). Contact details are, BEIS DPO at:  

BEIS Data Protection Officer, Department for Business, Energy and Industrial 
Strategy, 151 Buckingham Palace Road, Victoria, London SW1W 9SZ.  

Email: dataprotection@beis.gov.uk 


