
Policy and Resources (Vacancy Monitoring) Sub-Committee 
Request to Fill a Vacancy Graded NLC12 and Above 

~ ~~ ~~~~ ~ 

Date vacancy occurred: 

Reason for vacancy: Employee resigned 

1 March 2012 

I Service: Environmental Services 1 Division: Protective Services 

I Section: Trading Standards I Post: Advisory Services Manager (South) 

1 Grade: NLC14 I Current Salary Scale: f 36429 - f43719 

What are the consequences of not filling this post? 

Prior to resignation, the post holder was involved in a number of significant developments in the areas 
of both debt advice and consumer advice. Without filling all or part of this vacancy it is not considered 
that there is sufficient capacity within the service to continue to tackle these initiatives at a particularly 
crucial time as we seek to implement a number of significant institutional changes and deal with the 
pressures on the service caused by the current economic climate. 

The previous post holder was a member of the Welfare Reform working group and was chair of the 
cor orate debt policy subgroup. He was also the NLC liaison officer / monitoring officer in respect of 
Be 1 shill and Motherwell & Wishaw CABx. The officer also held a place on the COSLA working group on 
Mdney Advice Service (funded by levy on financial services industry) f 2.7 million for Scotland (not all 
for councils), and we would seek to retain a position of influence and funding for demonstration 
projects. 

As a result of the Consumer Landscape Review, the provision of the Consumer Direct Helpline run by 
the Office of Fair Trading is passing to the Citizens Advice Helpline run by Citizens Advice Scotland. 
The post has a key role to play in ensuring a successful transition of the Council’s direct links with the 
service in ensuring a trouble free automatic diversion of first line callers from our public contact 
numbers and any subsequent referral back of the more complex cases requiring intervention by the 
Council’s officers. 

What alternatives to filling the post have been considered and why is it considered that these 
alternatives are not appropriate? 

It is proposed to seek expressions of interest from existing staff to carry out all or part of the duties of 
the post on an acting-up basis. This would form part of an interim arrangement pending a longer term 
solution, for example as part of a restructure of the trading standards service aimed at delivering the 
efficiency savings that will need to be found for 2013/14 onwards. Due to the specialist nature of this 
post it may be that one or more staff may be considered for a varying amount of the duties. 

The following documents are enclosed with this form: (4) 

lJ 1. Job Description 

Corporate Services 
Human Resources 
July 2010 



2. Organisational Chart (detailing location of post in structure and 
including number of posts at same level) 

I confirm that, for the reasons set out aboveathat the filling of this vacancy is considered essential. 
Signature 
Executive Di rector: 

Human Resources use: 

Date: 12.03.1 2 

Date of Vacancy Monitoring Sub-Committee 

APPROVE / NOT APPROVE / CONTINUE 

Corporate Services 
Human Resources 
July 2010 



North Lanarkshire Council 

Job Description 

Service: Environmental Services 
Section: Protective Services 
Job Title: 
Responsible to: Trading Standards Manager 
Grade: NLC14 
Post Reference: NLC/ 

Advisory Services Manager (South) 

Job Outline 

To exercise the powers authorised by statute and carry out the duties appropriate to the 
office as authorised under the legislation administered by the Service in accordance with 
the Council and Service objectives. To act for the Trading Standards Manager in his 
absence. To work in partnership with other service and section managers in order to 
ensure optimum levels of service provision. 

Main Duties and Responsibilities: 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

a. 

Management of all trading standards team functions and preparation of statistical 
data for all appropriate agencies. 

Play a full and active part in ensuring delivery of service provision and, in 
conjunction with the Trading Standards Manager assist in the effective 
and efficient implementation of the Council’s statutory duties and also ensure that 
the Council’s resources are most effectively deployed to this end. 

Play a leading role in the integration of all professional, technical and administration 
staff and also the identification of policy options in conjunction with the Trading 
Standards Manager. 

Play an active part in ensuring that the Health and Safety at Work etc. Act, 1974 as 
it applies to the staff within the department is implemented. 

Oversee such duties and responsibilities as delegated in terms of trading standards 
legislation which falls to be enforced by the Service. 

Undertake such delegated duties as may be decided by the Council and also such 
other duties as may be required by the Executive Director. 

Undertake research and development whereby possible changes in legislation, 
codes of practice and related instruments are taken cognisance of and the 
Council’s Consumer Protection Plan, and other associated service plans, are 
amended accordingly. 

Provide appropriate guidance in respect of any changes commensurate with any 
research and development. 



9. 

12 

13. 

14. 

15. 

16. 

17. 

18. 

Assist the Trading Standards Manager to prepare and implement a 
service management plan for the Section which will review legislative change, 
needs, requirements and objectives for the service, review performance over the 
previous year and detail a forward programme of key tasks and performance targets 
for all aspects of trading standards. 

Keep under review all aspects of service policy and practice, identify and make 
recommendations on options to the Trading Standards Manager, monitor service 
performance and make recommendations on methodology and systems of work 
within the service to ensure that the Council and Service policies and programmes, 
including the IS0 9002 accredited quality system, are being met. 

Manage the provision of trading standards services in accordance with relevant 
legislation, directives, codes of practice, guidance notes and other professionally 
recognised instruments. These services include:- 

Relevant inspections for licensing and registration purposes 
The enforcement of the Health and Safety at Work legislation 
Inspections and sampling as appropriate in relation to trading standards 
Labelling and product safety 
Fraud and consumer credit investigation 
Petroleum spirit storage and licensing 
Dept counselling 
Consumer Advice 
Fair Trading and Small Claims procedures 
Enterprise Act Procedures 

.Prepare, for the Trading Standards Manager, annual revenue budgets for the 
service and thereafter undertake subsequent effective financial management to the 
range of protective services provided by the Section. 

To manage the payment of grants to Citizen Advice Bureau and other 
organisations. To monitor and supervise the activities of such bodies for ensuring 
that the Council’s funds are properly spent in accordance with the purposes for 
which they were granted and that all relevant grant conditions are being complied 
with. To negotiate and monitor compliance with service agreements. 

To allocate and monitor the use of resources. 

To ensure service compliance with European Convention on Human Rights, 
including overseeing the procedures highlighted by the Regulation of Investigatory 
Powers (Scotland) Act 2000. 

To devise and maintain a system whereby all relevant information is collated and 
disseminated to appropriate officers. 

To co-ordinate and oversee the training of Trading Standards Officers, Fair 
Trading Officers, Debt Advisors and other internal staff where appropriate. 

To facilitate and plan personal and professional development for all service staff. 

19. To keep under review best management practice and introduce, where appropriate, 



changes to strategic management style and procedures. 

20. 

21. 

22. 

23. 

24. 

25. 

26. 

27. 

To plan for and anticipate, possible changes in legislation. To provide a response 
where appropriate to consultation documents from Central Governments. 

To co-ordinate any necessary response action to unforeseen events and 
developments. 

To liaise with such agencies, organisations, Council and Government Departments 
as may be necessary. 

To participate in local, national and international consumer protection bodies where 
appropriate. 

To identify opportunities for creation of collaborative partnerships facilitating 
networking arrangements. To promote the formation of partnerships and develop 
communications with businesses, other departments, agencies and the public. 

To initiate and develop projects to enhance the consumer skills of the wider 
community thus empowering the public to conduct negotiations with traders on a 
more informed basis. 

To assist in the preparation and presenting of any seminars, exhibitions, displays 
and projects to both internal and external agencies, as required. 

Maintain a good working relationship with Councillors and the Convenor of the 
Convenor of the Services ‘parent’ or ‘service’ Committee. 

This job outline is intended to indicate the broad range of responsibilities and requirements 
of the post. It is neither exhaustive nor exclusive but, while some variation can be 
expected in particular duties, the outline is considered to provide a reasonable general 
description of the post. 
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