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	Department
	PLACE

	Job Title
	PRINCIPAL OFFICER TRADING STANDARDS.

	Grade
	I

	Primary Purpose of Job
	To lead and manage the Trading Standards service in Bolton effectively and consistently, supporting the Head of Service through the effective co-ordination, planning and delivery of Trading Standards services to time and on budget and take day to day overall operational responsibility for the delivery of services which comply fully with all relevant legislation and associated timescales.
To promote and co-ordinate the organisation’s policies and procedures in relation to Trading Standards in order to fulfil the Authority’s functions and to protect and promote the health, environment and fair-trading conditions throughout the Borough.
To be responsible for the management, development and delivery of the functions of the Trading Standards Service. 
To provide the necessary professional and technical expertise to carry out the duties of a Principal Officer in Trading Standards.  

To provide line management for allocated staff with the aim of delivering a high-quality service to customers in accordance with departmental aims and objectives.

To undertake and implement risk assessments in relation to Trading Standards and to provide professional and technical advice.

To ensure the Councils responsibilities and liabilities under legislation are properly discharged.


	
Reporting To
	Head of Service for Regulatory Services

	Direct Staffing Reports
	Staff within the Section
Specific areas of legislation and expertise








Main Duties


	1
	To take operational line management of the Trading Standards service; ensuring that resources are used effectively to address priority issues and set, report against and achieve performance and quality standards targets and outcomes on an individual and service basis, taking swift, consistent and documented action where delivery falls below target.  
To identify and implement processes and practices to maximise efficiencies within the Trading Standards service.
To devise, plan and deliver a regular inspection and enforcement programme for the Trading Standards service across the team (including out of hours); and to plan and support wider activities and operations (including out of hours) as required.
To assist the Head of Service with the formulation and review of the relevant statutory policy and compliance protocols and develop the appropriate monitoring procedures to ensure ongoing compliance.
To be appointed as the Chief Inspector of Weights and Measures and act as the Single Point of Contact with regard to requests/ release of communications data from third party organisations in line with the relevant legislation (e.g. the Data Retention and Investigatory Powers Act 2014).

	2
	Lead on:-
· Trading Standards, advice, enforcement and administration.
· Co-ordination of special investigations and complex enquiries into trading activities and trade malpractices
· Other programmes promoting and educating the traders, consumers and organisations of the borough.


	3
	To be fully conversant with the legislation and statutory guidance affecting the services and to keep this under constant review.

	4
	To deputise for the Head of Service and assist in his duties as required.

	5
	To gather, store, co-ordinate and analyse information and data to produce management reports in line with national and local performance indicators for the Head of Service.

	6
	To carry out the day-to-day management of staff, targets, objectives, service requirements and record management in line with Council process and procedures.

	7
	To ensure the Council fulfils its legal obligations with regard to enforcement of legislation by organising, directing and monitoring both routine work of officers and special investigations, leading to enforcement of legislation, including gathering of evidence, Police and Criminal Evidence interview and applications for warrants to Magistrates Court.

	8
	To act as the advocate for litigants in civil court when considered appropriate including presenting evidence in Court and cross-examining witnesses.

	9
	To take the lead role in liaising with the Office of Fair Trading (OFT) in preparing detailed information for their enforcement role regarding persistent offenders, and to take a lead role in relation to Enterprise Act action in relation to rogue and problem traders.

	10
	To provide and implement the necessary professional and technical expertise and to represent the Authority alongside promoting initiatives that link to wider corporate agendas, e.g. sustainable communities, reduction of crime and community safety.

	11

	To be accountable for specific delegated budgeting expenditures in areas determined by the Head of Service.

	12
	To respond to consultation documents from Government Departments and other outside bodies on matters including proposed legislation, regional and national initiatives and strategies etc as required by various bodies i.e., Department Head, TSNW, AGMA.


	13
	Responsibility for responding initially to complaints/enquiries from Elected Members, MP’s and other bodies.

	14
	To promote, publicise and raise the profile of the work of the Service and the Department by organising and having a presence at events.

	15
	To prepare reports as required on behalf of the Trading Standards and Consumer Advice.

	16
	To research areas of working, legislation and best practice relating to the Service functions and to advise the Head of Service.  Making informed interpretations of legislation and guidance.


	Date Job Description updated:
	December 2022

	Job Description prepared by:
	Andy Bolan
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	Department
	PLACE

	Job Title
	PRINCIPAL OFFICER TRADING STANDARDS AND CONSUMER ADVICE.

	Stage One
	Disabled candidates are guaranteed an interview if they meet the essential criteria

	The Minimum Essential Requirements for the above Post are as Follows:
	Method of Assessment

	1.
	Skills and Knowledge

	1.
	Ability to demonstrate effective organisational skills in controlling an operational workload and the maintenance of appropriate records.
	Application form/Interview

	2.
	Ability to provide advice on a variety of Trading Standards matters, share information and promote public awareness as well as represent the Authority in Court.
	Interview

	3.
	Ability to interpret and demonstrate a knowledge, and understanding of current legislation, ability to provide guidance relating to Trading Standards.
	Interview

	4.
	Ability to carry out enforcement activity on a variety of Trading Standards matters.  
	Application form / Interview/Presentation

	5.
	Proven experience of leading on trading standards work across the relevant consumer protection areas including:
 Product Safety;
 Fair Trading (Criminal);
 Illicit Products 
 Metrology.
	Application form / Interview

	6.
	Ability to prioritise, allocate workloads, monitor , evaluate performance and implement service improvement.
	Interview

	7.
	Suitable qualification to act as Inspector of Weights and Measures
	Application form 

	
	
	

	8.
	Ability to co-ordinate special investigations and complex enquiries into illicit trading activities.
	Interview /Presentation

	9.
	Ability to manage lead & manage in accordance with council policies and procedures.
	Application form / Interview

	10.
	Ability to develop links and liaise with individuals, other departments and external bodies and build upon partnership working.
	Application form

	11.
	To hold the appropriate qualification to allow the post holder to carry out the appropriate functions in respect of the Proceeds of Crime Act 2002.
	Desirable



	2.	Experience/Qualifications/Training etc

	1.
	Require a professional qualification to a degree level or a diploma in Trading Standards or equivalent.
	Application Form/Certificate

	2.
	At least 5 years relevant post qualification experience
	Application form

	3.
	Experience of managing a team
	Application form

	3.	Work Related Circumstances

	1.
	Willingness to work out of office hours on occasions
	Application Form/Interview

	2.
	Bolton council operates a no smoking policy
	Application form / Interview

	3.
	This post has been designated an essential car user post. Applicants must hold a full, current and valid driving licence and a vehicle with a current valid MOT certificate. There must also be adequate vehicle insurance cover to comply with the council’s requirements, in line with the Travel Costs Reimbursement Policy
	Application Form
Interview

	4.
	This post is subject to [an enhanced / a standard] disclosure from the Disclosure & Barring Service
	Interview

	[bookmark: _Hlk49870958]5.
	Bolton Council is committed to providing robust Civil Contingencies planning and response arrangements.  You will be required to join the Tactical Officer rota.  This will involve working outside of routine working hours on a rota basis.
	Interview



	STAGE TWO
	Will only be used in the event of a large number of applicants meeting the minimum essential requirements

	Additional Requirements
	Method of Assessment

	1.	Skills and Knowledge

	1.
	Experience in using CIVICA computer programme
	Application form / interview

	2.
	Quality Assurance Auditors Certificate
	Desirable 

	2.	Experience/Qualifications/Training etc

	1.
	Formal management qualification (Dip in Management Studies, Masters in Business Administration or equivalent) 
	Desirable 

	2.
	A suitable qualification to act as Inspector of Weights and Measures
	Application form / Interview  


	Date Person Specification updated
	January 2023

	Person Specification prepared by
	A. Bolan














































These core competencies are considered essential for all roles within Bolton Council. Please be prepared to be assessed on any of these during the interview process and, for the successful applicant, throughout the probationary period.

Developing Self & Others
Promote a learning environment to embed a learning culture.  Support others to develop their skills and knowledge to fulfil their potential. Actively pursue your own development. Support and promote the principles of Investors in People. 

Civil Contingencies
Bolton Council has a statutory duty under the Civil Contingencies Act to respond in the event of an emergency. If Bolton Council’s Emergency Management Plan is activated, you may be required to assist in maintaining key Council services and supporting the community.  This could require working outside of routine working hours and working from places other than your normal place of work.

Equality & Diversity
Uphold the principles of fairness and the Equality Act in all undertakings as a Bolton Council employee, including providing a fair, accessible service irrespective of customer’s race, religion, gender, sexuality, disability or age.

Customer Care
The ability to fully understand, assess and resolve the needs of all customers including those who present with complex situations, in a manner that respects dignity and expresses a caring & professional image.

Health & Safety
Take responsibility for the health and safety of yourself and others who may be affected by your acts or omissions, and comply with all health and safety legislation, policy and safe working practice, including participating in training activities necessary to your post.

Data Protection and Confidentiality
Ensure that any personal data or confidential data you hold is kept securely and is not disclosed, whether electronically, verbally or in writing, to any unauthorised third party. Follow Council policies and procedures on dealing with personal information and information assets, including The Code of Conduct, Data Protection, Acceptable Use and Information Security policies. Personal or confidential data should only be accessed or used for council purposes.

Fluency Duty
Should you be required, as a regular and intrinsic part of your role, to speak to members of the public in English, you must be able to converse at ease with customers and provide advice in accurate spoken English, as required by The Immigration Act 2016.

Working Hours
The nature and demands of the role are not always predictable and there will be an expectation that work will be required outside of normal hours from time to time.

Safeguarding
This Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Should the role involve working with the above groups, you will be subject to an Enhanced Disclosure and Barred List check by the Disclosure & Barring Service.


The values of an organisation are those key principles by which people are expected to work to day to day. They’re our culture and help define what is expected of each and every one of us.
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Our Values: 
Accountability, Determination, Honesty and Respect, Making a Difference, Working Together
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Accountability
take responsibility for actions,

stand by decisions...
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Determination
don’t give up, remain positive and

open to new ideas...
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be truthful, open, fair, treat others

how you want to be treated...
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Gﬁ)\) work to a high standard, provide a
quality service, keep it simple...
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Working together

share knowledge, support,

collaborate for better outcomes...





