	Job Description

	
	

	Job Title:
	International Trade Executive

	
	
	

	Department:
	International Trade 

	
	
	

	Reporting to:
	International Trade Manager

	
	
	

	
	

	
	

	Main Purpose of Job:

	

	To support the International Trade team in providing a comprehensive and customer led documentation service, including imparting advice on all matters relating to exporting and importing.



	Main Duties:
	

	1. Daily management of the documentation service.

2. Respond to inbound enquiries.

3. Provide technical export/ import advice.

4. Maintain a relationship with external providers such as DIT to enable sign posting to specialist knowledge and advice.

5. Ensure accurate records are maintained on the client management system (Clim8)

6. Work with finance to ensure invoicing is correctly processed.

7. Carry out month end reporting for Finance and British Chambers of Commerce (BCC)

8. Keep up to date with current trends in export markets and related legislation to be able to provide relevant support and advice to customers.
9. Achieve and maintain a minimum pass mark in all International related training, within the British Chamber of Commerce guidelines.

10. Maintain knowledge of the Chamber offer in order to refer non-member companies to membership and inform members of the benefits other than international trade

11. Carry out account management activity with key exporter companies in line with the Chambers agreed account management programme.



	

	This job description is not exhaustive due to the changing environment of Northamptonshire Chamber.  The job holder may be required to carry out other duties considered to be within the scope of the job.
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