Job Description

	JOB TITLE:
	Trading Standards Professional Apprentice

	GRADE:
	D

	POST NUMBER:
	C010200410

	DIRECTORATE:
	Communities Directorate

	SERVICE:
	Regulatory Services 

	RESPONSIBLE TO	:
	Senior Trading Standards Officer

	RESPONSIBLE FOR:
	None

	


	This post requires a DBS check 
· Standard check
· Enhanced check 
· Enhanced with Barred list check (Adult Workforce) 
· Enhanced with Barred list check (Child Workforce) 
· Enhanced with Barred list check (Both Adult and Child Workforce) 

This post is not politically restricted 
This post does not attract essential/ casual car user

	JOB SUMMARY:	
	The apprenticeship is a learning role incorporating both on-the-job and off-the-job training. The post holder is expected to successfully complete the Level 6 Trading Standards Professional qualification within a total duration of 29 months.

The role supports the delivery of Trading Standards and consumer protection services through inspections, investigations, test purchasing and enforcement activities.


	ROLE REQUIREMENTS:
	Complete all apprenticeship modules, portfolio work and training activities within required timeframes.

Work under supervision to assist officers in regulatory duties.

Support inspections, advice and enforcement activities.
Carry out premises visits including unaccompanied visits where appropriate.

Assist with complaint investigations, interviews under caution, sampling and court attendance.

Use IT systems relevant to service delivery and training and carry out administrative duties. Work flexibly including occasional evenings and weekends and undertake lone and potentially high-risk visits.

	CORPORATE RESPONSIBILITIES
	

	1. 
	Actively contribute to the council’s priorities and outcomes in a way that promotes a ‘one organisation’ approach.

	2. 
	Develop and maintain positive relationships with colleagues, stakeholders and communities to ensure the council and the directorate strategic priorities are effectively implemented.

	3. 
	Promote equality among all staff and ensure that services are delivered in a non-discriminatory way, that is inclusive of all disadvantaged groups.

	4. 
	Support organisational change and learning, following and implementing appropriate systems of self-development, communication and engagement, quality measures, monitoring and review in delivering the functions of the role.

	5. 
	Promote sustainability, including encouraging a culture of innovation and accountability amongst all council staff.

	6. 
	Health and safety responsibilities include:
· always ensuring that duties and responsibilities are carried out in accordance with the Council’s Policies and Procedures including Financial Regulations, Standing Orders, Workforce & Organisational Policies and Procedures, the Council’s Health & Safety Policy.


	PEOPLE
	Maintain professional and constructive relationships with colleagues, members, partner agencies, businesses and the public.

	FINANCE
	No direct budgetary responsibility.

	SERVICE
	Support service quality, data accuracy, intelligence gathering and continuous improvement within the service.

	PERFORMANCE
	Successfully complete the Level 6 Trading Standards Professional Apprenticeship and End Point Assessment within the required timescales.









OTHER CONDITIONS: 

· To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s ‘My Annual Review’ scheme. 

· Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation. 

· To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.

· To undertake additional duties that may arise from time to time commensurate with the grade of the post.

Person Specification
	Person Specification for the Post of
	
	
Essential (E)
or
Desirable (D) (if applicable)

	
Method of Assessment
A= Application Form
T= Test
I= Interview

	Knowledge


	· An interest and understanding in Trading Standards . 

· Familiarity with IT methods.  

· Organisational abilities
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	Qualifications
& Experience
	· Two A- Level passes, or equivalent in any subject.
· GSCE – English grade 5 or above.
· GSCE - Maths grade 4 or above.
· GSCE – Another subject grade 4 or above.
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	Living the TOWER Values sets out the essential behaviours required of all staff.
	
	They are aligned to the organisation’s five TOWER Values
	

	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets

	Takes steps to get to know people within the Service and to build positive relationships with them





	
	

	We are OPEN and transparent

	Uses effective listening and questioning techniques to understand the needs of others
	
	

	We are WILLING to challenge, innovate and be accountable

	Takes accountability for delivering own work and contributing to that of team.
	
	

	We empower each other to be EXCELLENT and go the extra mile

	Does work, within own area, without being asked or told to do it, because they can explain the difference they have made.
	
	

	We RESPECT all communities; they are the heart of everything we do

	Champion Diversity-  recognise the advantages and importance of equality, diversity and inclusion in delivering outcomes for residents and businesses. Takes an active role to ensure they are implemented and integrated in everything they do.
	
	

	Additional Requirements
	To meet exceptional business needs a willingness to work outside of contractual hours in the evenings and weekends with notice, unless there is good reason where this is not possible.

To comply with the requirement to carry out a DBS check on this role. 
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