
 
 

JOB DESCRIPTION 
 
 
DIRECTORATE:    Economic Regeneration, Growth & Environment 
 
SERVICE:     Public Protection 
 
POST DETAILS 
 
Job Title: Trading Standards Officer  
 
Grade:   Grade 9 
 
Location of Work:  1 Time Square 
 
Directly Responsible To: Principal Officer Investigations and Standards 
 
Hours of Duty:  37 hours 
 
Primary Purpose and Scope of the Job:   
 
To act as the lead officer within the team; providing a high level of expertise particularly 
in the areas of trading standards and general investigation and enforcement.  To assist 
the Principal Officer in the supervision, organisation and planning of the work of the 
section and to deputise in their absence. 
 
 
WORKING RELATIONSHIPS 
 
To liaise with colleagues in Regulatory Services, Elected Members and with other 
officers in the Council.  Also, to work with relevant partners – statutory, voluntary and 
commercial and the local community on Trading Standards related matters.  Close 
liaison and co-ordination with officers in other Local Authorities is necessary, as is 
participation in regional partnerships and working groups. 
 
 
KEY TASKS AND ACCOUNTABILITIES 
 
1. To administrate and enforce the full range of Trading Standards legislation 

assigned to the service and to undertake specific duties that may, from time-to 
time, be allocated in any designated area of the service. 
 

2. The post holder must carry out the duties to the highest professional standards 
with regard to the ‘Seven Principal of Public Life’ and in accordance with  
Council’s Corporate Plan, to comply with the Code of Conduct for Employees 
and all linked policies  and the Health and Safety polices of the Council  

 
 



 
3. To assist in the development, implementation and review of appropriate 

procedures, standards and policies to ensure that enforcement activities are 
carried out in accordance with the law, associated guidance and the highest 
professional standards. 

 
4. To deliver programmes of work, as directed, in accordance within the service 

plan. Including undertaking inspections, verifications, calibrations, 
investigations, surveys and sampling of goods and service and provide 
comprehensive advice to businesses. 
 

5. To be individually accountable for the special projects or areas or work when 
specifically assigned, and to be responsible for planning, allocation and 
supervision of work by all staff deployed for the purpose of that project or work. 

 
6. To support the development and up keep of investigation strategies and policies 

and to assist the Principal Officer in ensuring that they are implemented and 
adhered to. 

 
7. Respond to directly and assist the Principal Officer in allocating consumer  

complaints and service requests to appropriate team members, including to 
self. 

 
8. Contribute to service/business planning and to be responsible for the 

management of specific projects, surveys and inspection programmes. With 
specific duties for the calibration of the services weights and measures 
equipment or the use of equipment held by other Local Authorities.  

 
9. To conduct in depth/complex investigations, utilising the full range of 

investigatory powers, obtaining witness statements, conducting interviews of 
witnesses and defendants, managing disclosure and attending court including 
giving evidence. 

 
10. To produce evidentially robust reports for criminal prosecution or other 

enforcement action in line with the Service’s Enforcement Policy. To liaise with 
the Councils legal representatives to assist in the preparation and processing 
of court documents.  

 
11. Operate flexibly as part of a team, advising and assisting colleagues and 

assisting with trainees and apprentices to ensure an efficient, effective and 
constantly improving Service. 
 

12. To support and contribute to the work of the licensing enforcement team in 
respect of metrology work and links to other trading standards legislative 
solutions.   
 

13.  To keep appraised of legislative and technological developments that impact the 
Service and assist the Principal Officer in ensuring effective service delivery.  
 



14. To represent the service at external meetings and to develop areas of joint 
working with a wide range of partners in consultation with the team and 
Principal Officer. 

 
14. To use information technology to maintain accurate records relating to the work 

of the service and to utilise Service databases to produce reports as required 
by the Principal Officer and Team manager to assist in the development and 
performance of the team.  

 
15. To carry out all duties with due regard to confidentiality and data protection 
 regulations. 
 
16. Effectively collate and analyse a wide range of information and intelligence to 

ensure that enforcement interventions to be targeted and ‘intelligence-led.’ 
 
17. To contribute to a flexible and responsive service across the wider function and 

to take part in projects and campaigns. 
 
18. To assist the service is ensuring that appropriate plans, procedures and 
 systems are in place with respect to emergency planning, and business 
 continuity, and to attend incidents as required. 
 
19.   Notwithstanding the detail in this job description, the post holder will    undertake 

such additional duties as are reasonably commensurate with the level of this 
post. This will include working outside of normal hours when required. 

 
20.  To provide supervisory cover across the wider service as necessary. 
 
REVIEW ARRANGEMENTS 
 
The details contained in this Job Description reflect the content of the job at the date 
it was prepared.  However, it is inevitable that over time, the nature of the jobs may 
change.  Existing duties may no longer be required and other duties may be gained 
without changing the general nature of the post or the level of responsibility entailed.  
Consequently, the Council will expect to revise this Job Description from time to time 
and will consult with the post holder at the appropriate time. 
 
 
 
Date Job Description prepared/revised: 23/9/2021 

 
Prepared/revised by: L Smallthwaite 

 
 


