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INTERNATIONAL TRADE SERVICES 
ADVISER
JOB DESCRIPTION AND PERSON SPECIFICATION

[bookmark: _Toc489434380]Contract: Permanent, full-time (35 hours per week). Part time also considered at a minimum of 28 hours per week
Based at: Nottingham with agile working. Additional travel may be required between offices
Salary: £22,000 to £23,500 (depending on experience and training required)

1. 	MAIN PURPOSE OF THE ROLE

To deliver a comprehensive, high quality and customer-driven International Trade documentation service. The postholder will be trained in and deliver one or more of the main disciplines: Export Documentation, Arab & Egyptian Documents, Customs Declarations and/or ATA Carnets. Full training to become an accredited adviser will be provided.

The postholder will also raise awareness and secure referrals for commercial services along with raising awareness of membership to non-member businesses.

A positive outlook and an aptitude/willingness to learn then retain information is essential to succeed in this role.

2. 	POSITION IN THE ORGANISATION

· Reports to the International Trade Manager.
· Day-to-day liaison with our International Trade Advisers, Customs Advisers and other relevant teams.

3. 	DUTIES AND KEY RESPONSIBILITIES

· Provide a comprehensive International Trade service to members and non-members.
· Checking of relevant documents and issuing of customs declarations and trade documents in an accurate and timely manner.
· Data administration and validation.
· Tariff classification.
· Scanning and filing of support documents including maintaining up to date records.
· Build relationships and rapport with new and existing customers.
· Deal with enquiries and help to sell relevant international trade services.
· From time to time help to deliver on other business and operational objectives.
· Willing and able to learn on-the-job in addition to formal training. 
· Keep up to date and proactively share updates for relevant procedures, guidelines, regulations and compliance measures.
· Maintain a high-quality service that helps secure long-term growth and profitability of the service.
· Develop knowledge linked to the subject areas to provide information and support to exporters.
· Provide effective and customer led International Membership account management.
· Deliver timely management information that supports reporting required by the Chamber including data entry and use of the Customer Relationship Management system.
· Provide support to deliver business and operational objectives.
· To undertake any other reasonable duties.

4. 	PERSON SPECIFICATION  

	Experience
· Working in a business to business support function
· Commercial awareness and understanding of key timelines
· Experience of working with a diverse range of businesses
· Experience of international trade documentation and procedures

	


	
desirable
desirable
desirable
desirable

	Qualifications
· Five GCSE’s grade C, or equivalent
· ‘A’ levels or further education in relevant business-related subjects

	
essential
	

desirable


	Skills and abilities
· Excellent organisational and administration skills
· Strong communication skills (written & oral)
· Numerate
· Strong drive for results and a high level of resilience
· Highly motivated - can work as part of a team and independently
· High level of attention to detail and a commitment to accuracy 
· Fully competent in Microsoft Office and Cloud-based applications
· Keyboard skills and accuracy
· Able to confidently undertake and complete formal training/examinations
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	Personal attributes
· Takes responsibility
· Celebrates and is proud of success
· Supports others and works well with a team
· Creative and challenges tradition
· Committed and energetic
· Must be dependable and reliable
· Must be able to exercise tact and diplomacy at all levels
· Must be able to work under own initiative
· Full driving licence (able to drive for business purposes in the UK) and access to own transport
· Must be prepared to work flexibly in terms of working hours
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5. 	ADDITIONAL INFORMATION

This role is eligible to participate in the Chamber’s agile working policy.


Employee name: _________________________ 


Employee signature: ______________________
    

Date signed: ________________
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