
London Borough of Bexley

Job Description

Directorate:			Place			
Department/Section:		Trading Standards
Job Title:			Trainee Trading Standards/Regulatory Compliance Officer Apprenticeship
Reports to:			Team Manager for Trading Standards, Food Safety and Licensing

1.	Purpose of the job

Enforce a range of statutory duties in relation to consumer protection and fair trading. 

The role of a Trading Standards Officer (TSO) is to ensure fair trading practices and protect consumers and businesses by enforcing laws related to the buying and selling of goods and services. They investigate complaints, conduct inspections, and can prosecute those who break the law. Their work covers various areas like product safety, weights and measures, animal welfare, and combating scams and fraud.  

2.	Dimensions

Quote figures that give a picture of the job as follows:
a) Annual budgetary amounts with which the job is either directly or indirectly concerned.
Please differentiate between direct (e.g. staffing) and indirect budgets (e.g. income, budgets which you share responsibility for with others) 
b) Number and grading of staff that the post holder will either directly or indirectly supervise. None
c) Any other statistics relating to the post.
Quote annual figures that give a picture of the job as follows:
	Direct Staffing Costs/responsibility
	Budgets where there is a contributory responsibility 
	Income that postholder has direct responsibility for
	Any budgets where there is shared responsibility

	0
	0
	0
	0



	


3.	Hardest part of the job


You may accompany Officers to rogue trader call outs.  When dealing with rogue traders, call outs can be undertaken with no knowledge of the situation that is being walked into, this means that quick judgements need to be made. The post holder would have to help deal with issues were a vulnerable consumer may have lost large sums of money, which could be their life savings. The traders may be onsite, and this can be a confrontational situation that has to be dealt with, with the best interests of the consumer in mind. 

Helping to deal with intransigent or aggressive traders and Consumers, (particularly when proving advice).











4.	Principal accountabilities 


Implementation

A trainee will be expected to work and use their own initiative with direct supervision and support from their colleagues and Team Leader as required, moving to working more independently as skills and experience are built up.

Supporting colleagues across the Regulatory Services in the day-to-day delivery of the service whilst taking the opportunity to gain an in-depth understand of the work.

Under supervision until competent work with relevant team members dealing with residents and businesses, listening to their concerns and responding to offer advice and carry out investigations.

Monitor phone and inbox enquiries.

Communicate and respond to enquiries, complaints in accordance with the organisation’s procedures and processes.  

Keep up to date with electronic and written records.

Work towards a basic and sound understanding of legislation used across the regulatory services team.  

Working with Outlook for calendar, emails, tasks and general communication.

Working to timed deadlines, and follow up investigations and general enquiries.

Providing information and advice to all those requesting this including other officers, Senior Managers and Elected Members.

Producing written reports, compiling evidential files, giving evidence in Court.

Comply with applicable statutory and organisational procedural requirements and best practice

Update service records and submit intelligence logs in a timely fashion, disseminate information and intelligence appropriately, ensure confidentiality and security of sensitive information

Support with enforcing relevant legislation, the carrying out inspections of trading premises and the sampling of products, to ensure that legal requirements are being complied with which will include occasional out of hours working appropriate to grade

Under the supervision and guidance of managers, undertake investigations, investigate complaints and provide relevant advice and assistance to businesses and consumers, attending court to give evidence, if required


Organisational Control and Development 

To review, identify and make recommendations on training needs on issues relating to the project’s area of activity and to undertake training as necessary; to devise and provide training to staff in other directorates and outside bodies.

To ensure that working practices and processes are developed that maximise the use of new technology to ensure efficient and effective delivery of services to residents.



Personal Effectiveness 

To deal promptly with all matters requiring the post holder’s personal attention.

To be fully conversant with relevant statutory provisions and the Council’s constitution, processes and procedures; to develop the full range of managerial and professional skills and knowledge to satisfy the requirements of the post. 

To meet and work in conjunction with senior staff of other directorates, departments, business partnerships, public bodies, authorities, voluntary groups and other organisations, to provide advice and guidance on policy and procedures to be followed in relation to the team’s area of activity in order to prevent contraventions and to promote good standards of practice.




Person Specification 

Management Group:		Place, Communities and Infrastructure			
Department/Section:		Public Protection
Job Title:			Trainee Trading Standards/Regulatory Compliance Officer Apprenticeship – Level 1 and Level 2 (Career Graded Role)
Job Family: Senior Support Staff/Professional 2

	SELECTION CRITERIA
	ESSENTIAL/
DESIRABLE (E/D)
	METHOD OF ASSESSMENT
(see key )

	(a) Education and Formal Training 

Level 1 Trainee

5 GCSEs at A-C/4-9 level including English and Maths (or equivalent)

2 A levels (or equivalent) in Maths and Physics

Level 4 Regulatory Compliance 
Successful applicants must meet basic requirements to secure a place on the above qualification pathway

To progress to Level 2 trainee

Successful applicants must have completed the above qualification and meet the requirements to secure a place on the Trading Standards Degree Level 6
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(b) Relevant Technical Experience and Knowledge


Demonstrate basic commitment and knowledge of the scheme and qualifications with a willingness to gain formal qualifications and on-the-job learning


Ability to learn and adopt Council procedures and follow legislative guidelines whilst maintaining confidentiality and sensitivity at all times


Ability to use ICT packages to input and manipulate data, which will include Word, Outlook, Excel and relevant bespoke software

Good written and verbal communication skills and the ability to pay attention to detail with a good level of customer service.

Good organisational skills and an understanding of how to prioritise in order to meet deadlines

Able to work remotely, unsupervised for part of the working week.

Commitment to help employees and residents and build rapport with customers

Have a willingness to want to help others and make the environment the best it can be.     

Ability to deal with difficult customers and confrontational situations

Interest in consumer protection, fair trading matters and the role of Trading Standards in public health protection and improvement
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	(c)  Other Additional Requirements

Ability to work flexibly within the services core hours and outside of normal office hours
	
	



KEY: 
I = Interview				A = Application Form	AT = Ability Test
PQ = Personality Questionnaire	P = Presentation		PE = Practical Exercise 
DBS = Disclosure & Barring Service    DL = Driving Licence

Applicants will be assessed against these criteria and the following high performance indicators throughout the recruitment process.




High Performance Indicators
	Values
	Behaviours for staff
	Behaviours for managers

	Innovation
	I respond flexibly and adapt to changing demands 

I am prepared to take managed risks to achieve better outcomes

I ask ‘What if…? to develop fresh thinking and innovative approaches to generate and implement solutions to improve performance and challenge the status quo
	I routinely look for innovative and cost-effective ways to improve performance and customer service

I champion change and deal successfully with ambiguity, enabling people to see positive and exciting possibilities for the future

I take calculated risks based on available evidence and my professional judgement to learn and try new things

	Leadership
	I demonstrate a clear sense of purpose and direction, in line with organisational objectives

I am willing to take difficult decisions

My personal actions promote a positive image of Bexley
	I take responsibility for my service and for making things happen to make a difference to my service users

I create an environment where staff can thrive and show I value and trust staff, give praise and recognise good work

I inspire, lead and encourage staff to move forward

	Collaboration
	I show respect for others and value contributions from internal and external partners and customers

I recognise the right solution, regardless of who initiated it

I seek out and work with partners who can help me achieve the outcomes and objectives I need to deliver
	I encourage the feeling that the team is a collective unit with shared goals

I engage with service partners and other areas of the Bexley organisation to understand the demands on others and seek solutions as One Council

I network internally and externally

	Listening and Responding
	I acknowledge other people’s viewpoints and work with them to find a win-win solution

I prepare and present information anticipating questions and problems

I adapt my style to the audience and their needs, using the most appropriate communication channels
	I seek regular service user feedback and review customer data to shape service improvements 

I ask staff for ideas on how to improve our service and how I can improve as a manager, listen to them and act on  them

I empower staff to make decisions and changes to improve value for money, customer service and productivity

	Open and Accessible
	I see issues from the customer / user perspective

I monitor customer feedback and level of satisfaction with the service they receive, and use this to improve and pre-empt customer needs

I seek to build and maintain positive relationships with customers and partners
	I am accessible to my service users, customers, staff and Members

I communicate and share a clear vision for the bigger picture as well as specific service areas

I outline what is expected of individuals and their contribution to the whole, and am consistent in my expectations

	Impact
	I prioritise my activities and resources to focus on those which have the most impact for residents

I take responsibility for making things happen and achieving my objectives

I make decisions and clear recommendations based on my professional opinion and experience, informed by a range of information and evidence
	I design services that provide value for money and deliver our outcomes, informed by evidence

I produce, prioritise and adapt plans to meet changing requirements

I set interim goals to achieve notable wins on the way to larger objectives

I deal with poor performance







APPENDIX A


Job Definitions

	
Principal
Accountabilities
	Trainee/Apprentice (Level 1) (BEXLEY07)
	Trainee / Apprentice
(Level 2)
(BEXLEY10)
	
Trading Standards Officer
(BEXLEY12)
(Separate JD)
	
Senior Trading Standards Officer
(BEXLEY 14) (Separate JD)

	
(a) Carrying out inspections of a wide variety of businesses premises, with a view to ensuring compliance with trading standards legislation including test purchasing activities and supervising children engaged in test purchasing activities of age restricted goods or activities from businesses premises and Carrying out online investigations and undertaking online test purchasing 


Carrying out online investigations and undertaking online test purchasing 



	
Attend with an officer or senior to assist in the inspections. 

Undertake online investigations with supervision
	
Attend with an officer or senior to assist in the inspections. 

Undertake online investigations with supervision
	
Carry out inspections with full competency, reporting back to Senior for any complex situations. Supervise more junior staff at inspections
	

Carry out all inspection’s at full competency and assist junior members of staff with an complex issues

	
(b) To keep up to date with the range of Trading Standards legislation.


	
Have a basic understanding of the legislation with more understanding coming over time from on the job learning.
	
Growing on the initial understanding of the legislation using on the job and starting to confidentially provide advice based on that sound understanding.
	
To have a comprehensive knowledge and understanding and interpret the legislation and keeping up to date on any changes
	
Be fully competent on the legislation and being up to date on any changes. Providing advice on the legislation to other members of staff.




	
(c) Excellent IT skills including the ability to use software and databases to input and extract data, write letters, reports and produce other documentation.

	
Able to complete tasks on time, check work for accuracy, and pay attention to detail. Developing confidence in taking responsibility for small tasks within the team.

Communicates clearly in writing and verbally, both in the workplace and through college work. Provides support by helping to prepare materials and carry out similar tasks.
	
Able to meet deadlines, proof-read, pay attention to detail and show ownership in specific areas in the team.

Good written and verbal communication skills both at work and with college assignments. Providing support through preparation of material, and similar.

Developing and maintaining good IT skills, including the use of software and databases to input and extract data as required.
	
Have good understanding of software systems, electronic filing systems, SharePoint and be unafraid to ask if things are not understood.  Be ambitious to challenge the norm, share innovative ideas.
	
Fully competent in all areas with all software and data systems used.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
(d) Interpreting and enforcing a wide range of legislation in relation to but not exclusively fraud, age restricted products, safety and intellectual property.



	Has an awareness that legislation affects the work area and is developing a basic understanding through on-the-job learning and guidance.
Assists in handling enquiries under supervision, learning how to source information and provide a helpful and professional service to customers.
	Have a basic understanding of the legislation with more understanding coming over time from on the job learning. Working towards handling enquiries unassisted, sourcing information and delivering an acceptable level of customer service to all parties.
	Have comprehensive knowledge and understanding of the key objectives of the team and a good awareness of local government.  Be able to perform tasks competently.   Be able to deliver excellent and effective customer service.

	Be fully competent in all areas of the service.  Be confident to handle routine enquiries and unafraid of any difficult situations or challenging customers.

	
(e) Provide appropriate advice to consumers as part of dealing with criminal investigations and consumer complaints and provide appropriate advice to business


	Supports the team in providing advice to consumers, seeking confirmation and approval from senior colleagues before information is given.
	Provide advice to consumers with confirmation from senior members of the team.
	Provide advice competently to consumers refereeing any complex issues to seniors
	Be fully competent to provide advice to consumers on all areas.

	
	
	
	
	

	
	
	
	
	




APPENDIX  B
Job Progression Criteria


	
	   Academic
	Relevant Experience

	Level
	  Trainee (BEXLEY07)
	

	Apprenticeship
Level 1
	To have secured a place on the Level 4 Regulatory Compliance Officer Qualification
	Demonstrates an introductory level of understanding of trading standards responsibilities and legislation. Develops practical knowledge and skills through supervised work, training, and study

	Level
	Trainee (BEXLEY10)
	

	Apprenticeship 
Level 2
	Completed the level 4 Qualification and moving to Trading Standards Degree Level 6
	Demonstrates a sound working knowledge of relevant procedures and legislation, with the ability to apply this understanding in day-to-day work. Able to handle routine enquiries independently and provide accurate advice, seeking guidance only for more complex matters.

	Level
	Trading Standards Officer (BEXLEY 12)
	(Separate JD)

	Officer
	Diploma in Consumer Affairs and Trading Standards (DCATS), a Consumer Protection degree or equivalent experience.

Completed Trading standards Degree level 6
	Demonstrable post graduate experience dealing with a wide range cases including small scale complex cases

	Level
	Senior Trading Standards Officer (BEXLEY 14)
	(Separate JD)

	Senior
	Diploma in Consumer Affairs and Trading Standards (DCATS), a Consumer Protection degree or equivalent experience.

	Significant demonstrable experience dealing with a wide range of large scale complex cases.



