[image: A picture containing text, clipart

Description automatically generated] 

INTERNATIONAL TRADE BUSINESS ADVISER
JOB DESCRIPTION AND PERSON SPECIFICATION

[bookmark: _Toc489434380]Contract: Permanent, full-time (35 hours per week)
Based at: Nottingham with agile working. Additional travel may be required 
Salary: £36,000 to £40,000 per annum (dependant on experience)

1. 	MAIN PURPOSE OF THE ROLE

Support members to start, grow, and scale their international trade activities including providing expert and practical advice on exporting, importing, market entry, and international trade compliance, enabling businesses of all sizes to access new markets, manage risk, and trade confidently overseas.
Work closely with member businesses, delivery partners, government bodies, and overseas trade organisations, to deliver high-quality one‑to‑one support, workshops, webinars, and trade services that strengthen international competitiveness, increase export capability, and generate sustainable international sales growth for business in the East Midlands.
2. 	POSITION IN ORGANISATION

· Reports to the Head of International Trade.
· Day-to-day liaison with members of the International Trade and Marketing teams.

3. 	DUTIES AND KEY RESPONSIBILITIES

· Provide tailored one‑to‑one international trade advice to member businesses at varying stages of export maturity, from first-time exporters to experienced international traders.
· Support businesses with export and import planning, including market selection, routes to market, pricing strategies, distribution models, and partner identification.
· Advise on international trade compliance, including Incoterms®, customs procedures, rules of origin, documentation requirements, tariffs, and non‑tariff barriers.
· Support businesses to identify and mitigate international trade risks (commercial, financial, logistical, regulatory, and geopolitical).
· Diagnose business needs and signpost or refer to appropriate Chamber international services, partners, or government-funded support programmes.
· Actively promote, sell, and deliver International Growth Service packages, contributing to income generation targets and service sustainability.
· Contribute to the ongoing development, refinement, and continuous improvement of the International Growth Service offer based on client feedback, outcomes, and market intelligence.
· Design and deliver an annual programme of international trade webinars, workshops, and masterclasses (12‑month rolling programme), both online and in-person.
· Support the Head of International Trade in the delivery of international trade forums, networks, and peer‑to‑peer learning opportunities.
· Represent the Chamber at regional, national, and international events, trade missions, briefings, and stakeholder meetings as required.
· Contribute to policy insight and intelligence gathering by feeding back business issues, barriers to trade, and emerging international trends.
· Support the marketing and promotion of international trade services through case studies, testimonials, events, digital channels, and member communications.
· Contribute to KPI achievement including sales, business outcomes, service uptake, and member retention.
· Any other reasonable duties. 

4. 	PERSON SPECIFICATION  

	Knowledge
· Knowledge of Chambers of Commerce.
· Strong working knowledge of international trade principles, including:
· Export and import processes
· Incoterms®
· Customs procedures and documentation
· Rules of origin and tariffs
· International logistics and supply chains.
· Understanding of international market entry strategies and routes to market.
· Awareness of UK and global trade support structures. 
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	Experience
· Proven experience in international trade, export development, international business advisory, or a closely related commercial role.
· Practical experience advising businesses on exporting and/or importing, including market entry and international growth.
· Experience of working with SMEs and an understanding of the challenges faced by growing businesses.
· Experience of delivering workshops, training sessions, or presentations to business audiences.
· Experience supporting businesses with trade documentation services (e.g. certificates of origin, carnets).
· Experience of international trade policy, trade compliance, or regulatory environments.
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	Qualifications
· Degree or professional qualification in international business, international trade, economics, business management, or a related discipline.
· Professional trade qualifications.
· Project management.
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	Skills and abilities
· Commercial awareness and the ability to identify opportunities to add value and generate income through services.
· Confident presenter and facilitator, comfortable delivering both online and in‑person sessions.
· Client‑focused and outcomes‑driven, with a strong commitment to service excellence.
· Strong desire for innovation and able to envision and gain agreement on workable value-adding business solutions.
· Excellent organisational and administration skills.
· Strong communication (written & oral skills).
· Strong drive for results and a high level of resilience.
· Excellent facilitation and consultancy skills.
· Highly motivated - can work as part of a team and independently.
· High level of skill in Microsoft Office and Cloud based applications.
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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.
· 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 in the UK for business purposes).
· Access to own transport, willing and able to travel.
· Must be prepared to work flexibly in terms of working hours.
	
essential
essential
essential
essential
essential
essential
essential
essential

essential
essential
	



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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