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JOB DESCRIPTION

	Post Title: Enforcement Officer (Trading Standards)

	Department:   Operations


	Establishment/Post No:

	Division/Section: Public Protection – Trading Standards
	Post Grade: Grade 10


	Location: 3 Knowsley Place

	Post Hours:	

37 hours per week. Flexitime system to apply during normal office hours only. 

	Purpose and Objectives of Post:

To assist in the carrying out of the Council’s statutory Trading Standards functions and responsibilities, including advice, education and enforcement.  To assist in the development and implementation of programmed and reactive work to contribute to effective service delivery.  


	Accountable to: Head of Public Protection Service


	Immediately Responsible to:	Unit Manager (Trading Standards)


	Immediately Responsible for: Apprentices / students / volunteers
			

	Special Conditions of Service: Evening and weekend working required for special events within the Borough, Car user allowance payable.


	Relationships:  (Internal & External)

Internal:	Executive Director, Assistant Director, Head of Public Protection, Unit Managers, Trading Standards Officers, Enforcement Officers and Technical Support officers. Officers of other departments and Members of the Council.


External:	Staff of other Local Authorities, commercial and industrial concerns, Local Health Authority, Central Government departments and agencies, Greater Manchester Police, Greater Manchester Fire and Rescue Service, Immigration, Citizens advice service and other partner agencies, local community groups and members of the public.


	

Control of Resources:		
Equipment:		Assume responsibility for all equipment and materials issued.
Health & Safety:	Health, safety and welfare of other members of staff to whom responsibilities have been allocated.
Personnel:           Directing and advising any member of staff assigned to him/her.
Financial:            Responsibility and accountability for appropriate use of the Council’s resources, delegated budget expenditure as directed by the Unit Manager – Trading Standards.


	Duties & Responsibilities:

1. To carry out investigation and enforcement activities including:
a) Visits to premises and/or sites
b) Surveys/sampling programmes
c) Investigation of complaints of a criminal or civil nature which will involve:

i) obtaining witness statements
ii) Gather evidence for prosecution/enforcement purposes.
iii) evidence in accordance with the Police and Criminal Evidence Act
iv) issuing Fixed Penalty Notices/Legal Notices
v) conducting formal interviews under caution in accordance with the Police and Criminal Evidence Act
vi) attend as a witness and presentation of evidence in a Magistrates, Crown or County Court
      d) Liaison with other agencies including GMP, Fire Service, Environment Agency, DEFRA, immigration and others.

2. Maintain and update computerised information recording systems and carry out other administration duties relevant to the post.

3. Deal with correspondence, telephone enquiries and personal callers to the office.

4. Prepare all correspondence arising from the postholder’s duties.

5. Work independently in the field, occasionally in a hostile and stressful environment.

6. Undertake personal training development in line with service requirements and professional CPD.

7. Carry out other duties including specific responsibility for a specialist area of knowledge at the direction of the manager.

8. Promote the services, aims and image of the Department and Authority in relation to Trading Standards work.

9. To undertake work out of office hours as necessitated by service requirements.

10. To deal with complaints and enquiries relating to trading standards duties from the public, businesses and other organisations involving mediation to resolve disputes by letter, by telephone or in person; providing expertise and knowledge in a range of trading standards legislation; focussing on the needs and expectations of the customer.

11. To deliver talks, presentation, displays etc., in accordance with the department’s education role.  This will include consumer education in schools, community groups, commercial organisation and in conjunction with the Local Authority’s Lifelong Learning Strategy.

12. To promote Customer Service Excellence by monitoring ‘Customer Satisfaction’ through questionnaires and surveys to the community, service users and businesses. 

13. To take responsibility for monitoring and maintenance of records for premises with a ‘low inspectable risk’.

14. To assist Unit Manager, TSO’s and other Enforcement officers in the performance of their duties.

15. After sufficient experience, to act as lead officer for a particular specialism as directed by the Unit Manager.

Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired.


	Job Description prepared by: 
Chris Smith
Head of Public Protection 

	Sign:
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	Date: 

11th November 2024

	Agreed correct by Postholder:


	Sign:
	Date:



	Agreed correct by Supervisor/Manager:


	Sign:
	Date:








	Person Specification



	Post Details

	Post Title: 
	Enforcement officer

	Department
	Operations

	Division/Section
	Public Protection – Trading Standards

	Location
	3 Knowsley Place, Duke Street, Bury  BL9 0EJ



	Essential



	4 GCSEs or equivalent including Maths and English

	A current clean driving licence, and access to a car.

	Experience of working in an occasionally confrontational environment

	A relevant trading standards /regulatory qualification or be able to demonstrate significant experience and knowledge to enable you to carry out the duties of the role. 

	Experience of dealing with the public in a service context.

	Excellent communication skills (in person, over the telephone and in writing) and the experience of using these skills in the workplace.

	Good ICT skills.

	Experienced in the use of ICT systems and databases and understanding of General Data Protection Regulations.

	Good basic knowledge of the Police and Criminal Evidence Act (P.A.C.E.) 1984, Experience of PACE interviewing, collecting evidence & court witness appearances.

	Knowledge of Magistrates Court work in relation to enforcement functions.




	Desirable



	Knowledge of current legislation relating to Trading Standards Issues

	Experience of writing reports for and presenting information to Committees, panels and/or Courts 

	Experience of regulatory enforcement work with other agencies
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