
[bookmark: Job_title]Job description
Apprentice Trading Standards Officer
· Grade:	Grade (Linked Scale 4 to 6). 
· Reports to:	Interim Service Manager – Regulatory Services
· Direct reports: none
· Your team:	Trading Standards
· Service area: Regulatory Services
· Directorate:	Environment and Climate Change 

	Special requirements of the post

	Workstyle: Front facing (High presence, three to four days a week)
· Colleagues with regular physical contact with residents and businesses in the borough and on-site, but some activities could be done remotely (such as paperwork)


	This post requires a DBS check at the appropriate level: Basic

	Islington Apprenticeship criteria
•	Aged 16 and above; and
•	Islington resident or 
•	Islington care leaver or 
•	Islington school leaver in the last 12 months 
•	Completed study at an Islington college or university within the last 2 years (for degree level apprenticeships only)


Our mission
Islington is a place rich with diversity and culture. As a council our sense of purpose couldn’t be clearer: we serve. It’s in the logo. We are committed to challenging inequality in the borough and as one of the largest employers we know that to look after the place and the planet, we have to look after our people. Together we can change the future.
To do this, everyone who works at Islington Council lives by a set of values which guide us in everything that we do: collaborative, ambitious, resourceful, and empowering. They spell out ‘CARE’, which is what we think public service is all about.
[bookmark: Overview_of_the_role]Overview of the role 
This role is part of a Level 6 (L6) Trading Standards Professional apprenticeship. The programme spans 36 months of employment, including a 29-month structured study period. Mandatory learning modules include Illicit Tobacco and Vapes, as well as Product Safety, leading to the achievement of a Level 6 apprenticeship qualification.
Alongside the academic programme, the apprentice will undertake duties aligned with their developing knowledge and skills. This includes supporting the delivery of Trading Standards services and assisting authorised officers in carrying out their responsibilities.
[bookmark: Key_responsibilities]Key responsibilities

· To undertake a development programme to achieve a Level 6 Trading Standards Officer, apprenticeship.
· Use the dedicated time given to complete studies and coursework.  
· Actively participate in your own development. This includes carrying out duties of your role and completing coursework within agreed deadlines.  
· With supervision, develop skills and experience in: 
· Enforcing the legislation around tobacco & vape control and to take appropriate action where non-compliance is identified 
· Provide operational assistance to Trading Standards colleagues as and when required
· Maintain a limited caseload of complaints and investigations that reflect the experience and knowledge of the post holder
· Participate in test purchasing exercises, take samples, and assist with the examination and testing of goods and services as required.
· Work with businesses to help them comply with relevant legislation. Provide information, guidance, and advice to business on how to comply with legislation within the remit and knowledge of the postholder.
· Act as a witness in relation to legal proceedings and other tribunals when necessary.

· Prepare and maintain accurate records, statements, exhibits, reports and prosecution files regarding inspections, visits, complaints and investigations, containing sufficient detail to support legal proceedings when necessary.
· Any additional duties consistent with the grade and level of responsibility of this position, for which the holder possesses the required experience and/or training.
Linked Grades 
This is a linked grade post, reflecting the postholder’s increasing skill levels and responsibilities throughout the course of the apprenticeship.
Throughout their apprenticeship the post-holder will undertake all of the key responsibilities listed above. In order to progress to the higher grade the post holder will also be expected to demonstrate the criteria below from 18 month onwards:
· Satisfactorily complete 50% of the apprenticeship course
· Be up to date on all ‘Off the Job Training’ requirements  
· Independently manage a small caseload of complaints and investigations
· Undertake site visits and basic inspections, using paper and electronic record keeping systems
· Carry out basic investigations and information gathering, identifying risks, defects, issues apply correct legal and technical remedies
· Lead on one or more areas of enforcement of tobacco and vaping regulations, taking decisive action where breaches are identified
[bookmark: Budget_responsibilities_(Delete_if_not_r][bookmark: Compliance]Compliance
Ensure adherence to legal, regulatory, and policy requirements under GDPR, Health and Safety, Employee Code of Conduct and in your area of expertise by identifying opportunities and risks, and escalating issues as necessary.

[bookmark: Person_specification]Person specification
Your application form needs to demonstrate how you fulfil the role's requirements. It is essential to address the criteria, as this will be used to evaluate your suitability for the position.
[bookmark: Essential_and_desirable_criteria]Essential and desirable criteria
Essential: the basic requirements that must be met for someone to be considered for a particular job. These criteria are mandatory and cannot be negotiated. Essential criteria directly impact the core qualifications or skills necessary to perform the job effectively.
Desirable: the additional qualities, skills, or qualifications that would be advantageous for a candidate to possess but are not mandatory. Not meeting them does not automatically disqualify someone from consideration for the job. This also allows candidates who do not possess certain desirable criteria the opportunity to explain how their other knowledge, experience and skills relate to these and what they may be in the process of doing or willing to do to achieve these.
[bookmark: Knowledge,_experience,_and_skills_(No_mo]Knowledge, experience, and skills 

	Point
	Criteria description
	Essential/desirable

	
	Interest and motivation to work and obtain a Level 6 Trading Standards Professional (Vapes & Tabacco) apprenticeship qualification  
	Essential

	
	Ability to meet the course entry requirements: 
•	Pass course suitability assessments  
	Essential

	1
	Two A levels or L3 equivalent qualifications, preferably including at least one STEM (science, technology, engineering, mathematics) discipline
	Essential

	2
	Four GCSEs, including English and Mathematics, at grade 4/C or above
	Essential

	4 
	Good communication skills both verbally  and in writing 
	Essential

	5
	Self-motivation and the ability to study independently
	Essential

	6 
	An interest in legal metrology
	Desirable

	7
	Ability to demonstrate personal qualities including a professional approach; and good team-working skills
	Essential

	
	Ability to deal with people with tact and diplomacy and be confident when dealing with difficult situations    
	Essential

	
	Ability to prioritise own workload to meet agreed targets and deadlines
	Essential


	

[bookmark: Our_accreditations]Our accreditations
[image: A group of logos with text  AI-generated content may be incorrect. ]
Our accreditations include Disability Confident Leader, The Mayor’s Good Work Standard, London Living Wage Employer, Stonewall Diversity Champion, and Employer with Heart.
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