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	Job details

	Job title
	Trading Standards Apprentice

	Job Reference
	19245

	Grade and Salary
	4 - £28,598 per annum (pro rata for part time)
This role includes performance related pay progression

	Service and Team
	Fire & Public Safety – Trading Standards

	Location
	Landmark House, 4 Egerton Road, Ipswich, Suffolk, IP1 5PB – Hybrid 

	Hours per week
	37

	Status
	Fixed Term or Secondment (up to 29 Months)

	This role may offer the following flexible working options

	· Working part time hours (eg different hours/days to those advertised)
· Job sharing
· Working compressed hours (eg a nine-day fortnight)
· Term time working (including partial term-time working)
· Use of flexitime / time off in lieu
· Hybrid working options, including some home working
· Working from different Council buildings
· Working adjusted core hours (eg starting later and finishing later or other patterns)




	About us


As a modern and effective council, we understand the importance of being flexible and well-connected in the ways we work. We focus our ambitions on doing what’s right for people, our partners and our communities - both now and for the future. 

That’s why, as one of the largest employers in Suffolk, we believe in empowering everyone. Through career variety and collaborative working, accessible career paths and professional development. 

The support and care we offer encourages and enables you to be the best you can be. To make a meaningful impact on the world around you. To achieve a unique sense of pride in what you do, why you do it and where. Reimagine the possibilities.

	Main purpose of the job


To be a member of a demand team responding to and investigating as necessary, complaints and enquiries from the public and businesses regarding Trading Standards legislation, and in particular focussing on tackling the supply of illicit tobacco and vapes.  You will be supported through a programme of formal training namely the Level 6 Trading Standards Professional Apprenticeship and will be involved in supporting the team members in their work and contributing to various workstreams linked to our priority area initiatives.   This post will be focussed on the enforcement of legislation relating to Vapes and Tobacco Products, but you will also be involved in other areas of Trading Standards work required to complete the apprenticeship in areas such as (but not limited to) Product Safety, Fraud and Scams Prevention, Underage Sales, and Food Safety.

	[bookmark: _Hlk34906451]About the team 


Trading Standards is a law enforcement service, enforcing 80 different Acts of Parliament covering areas including Animal Health and Welfare, Safety of products, Weights and Measures, Underage Sales and Food safety and Labelling, as well as protecting vulnerable Consumers from doorstep rogue traders and scams. 

Officers work with businesses and consumers within the community to make a real difference to people’s lives, whilst working to make Suffolk a Rogue-Free County.  

You will be part of one of three demand teams, reporting to a Principal Trading Standards Officer.  All teams are multi-functional and can enforce all aspects of the work of Trading Standards.  The Service is forward thinking and applies Systems Thinking Principles to deliver excellent customer service and staff are encouraged to contribute creative ideas to continually learn and improve.

	What you will be expected to deliver in the role


· Demonstrate a proven ability and willingness to study and develop your skills within a structured training programme.
· To act as a supporting member of a demand team to respond to complaints and enquires from the public and businesses, ‘signposting’ to support businesses to achieve compliance with Trading Standards legislation.
· To carry out intelligence led project work including basic visits and informal sampling as may be required to business premises to ensure compliance with legislation.
· To support Trading Standards Officers with enforcement action when necessary, including involvement in Criminal Investigations, test purchases, seizure of goods, taking witness statements, PACE interviews, and giving evidence in Court as required.
· To contribute to the achievement of the priority areas identified in the Departmental Service Plan and to reflect and make recommendations for changes to improve the efficiency and effectiveness of the service system.
· Act as a key member of our ‘frontline team’ with responsibility to receive and process incoming ‘demand’ into the system.

Although this list provides examples of what you will be doing it’s not intended to be exhaustive, and you will have personal objectives linked to our People Plans and Strategies that will be discussed and agreed with your line manager when you start.

	Person Profile – what you will bring to the team



Qualifications and professional memberships
1. Educated to Level 3 and to a minimum Level 2 in Maths and English.
2. Level 5 qualification or equivalent knowledge in a relevant area. (Desirable)

Values and personal qualities
3. Demonstrates a passion for making a positive difference for Suffolk.
4. [bookmark: _Hlk68683140]Shares our WE ASPIRE Values and strives to lead by example in relation to these.
5. A strong commitment to fairness and Equality, Diversity and Inclusion (EDI).
6. Strives to continuously improve in everything they do, taking the initiative to learn and develop.
7. Brings creativity into their work through innovation and openness to change.
8. Collaborates well with others and offers assistance and support to colleagues.
9. Good communication skills, both verbal and written with an ability to be able to use appropriate vocabulary for a range of target audiences
10. Enthusiastic and self-motivated.
11. Able to work effectively in a team environment.
12. Show consideration, concern and respect for other people’s feeling and opinions; is a good listener and displays empathy.

Specialist knowledge skills and experience
13. Creativity in relation to problem solving and putting forward new ideas
14. Able to record detail accurately
15. Able to manage own workload and day to day objectives.
16. A high standard of numeracy and literary skills for report writing etc.
17. A basic knowledge of the work of trading standards and how it enforces legislation
18. Advanced level of IT packages, including word processing, Spreadsheets, databases, internet and email
19. Sound understanding and application of customer service principles and practice
20. Able to carry out research and through preparation for investigation work
21. Able to follow strict procedures; legal and codes of practice – e.g. Informal Food sampling and test purchasing
22. Able to apply appropriate judgement.

Additional requirements 
23. A basic DBS check is required for this role.
24. Police vetting level 2, is required.

If you think you have what it takes to be successful in this role, even if you don’t meet all the criteria, please apply. We’d appreciate the opportunity to consider your application.

	Travel requirements


You will need to travel, so you must either hold a full, current driving licence and have access to personal transport or meet the mobility requirements of the role through other reasonable and suitable means.

	Our values – WE ASPIRE
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At Suffolk County Council our WE ASPIRE values set out the behaviours we expect from everyone in the organisation regardless of who they are, what their role or grade is or where they work.

The values have been developed through feedback and input from employees at the council and underpin how we go about our everyday work.  They define us and help us to be the best we can be.

Visit our careers pages for more information on our WE ASPIRE values.

	Our Customer Commitment
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In addition to our WE ASPIRE values, we also have a Customer Commitment which sets out a number of strong principles that help support high standards of customer service and care that we can all endeavour to consistently demonstrate. 

For more information, view our Customer Commitment poster.

	More information for recruitment applicants



We offer a fantastic working environment including diverse and active staff networks,
great flexible working options and many benefits, as well as the opportunity to improve the lives of Suffolk residents. 

Visit the Suffolk County Council career website to learn more, including information about adjustments to recruitment processes, our interview schemes and other commitments to equality, diversity and inclusion.
Suffolk County Council, Job and Person Profile.  This document is not protectively marked. JE2305
JE2305
							Page | 2 

image1.png
@ Suffolk

County Council




image2.png




image3.png




image4.png
(e




image5.png
Commitment




image6.png
Reimagine

the possibilities




