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General Information
	Job title:
	Compliance Officer

	Reporting to:
	UK Operations Manager

	General purpose:
The Compliance Administrator is responsible for supporting the business in maintaining     compliance with relevant legislation and regulatory requirements. This includes ensuring the integrity of customs processes for import and export activities, supporting stock control procedures, and contributing to Authorised Economic Operator (AEO) compliance.


	Key deliverables:
· Support compliance-related projects (e.g., Ecovadis, CBAM, ESOS, CDP, Modern Slavery, Persefoni) 
· Monitor changes in trade legislation and regulatory requirements, ensuring the business remains compliant 
· Provide support for AEO-related activities and ongoing compliance requirements 
· Monitor and ensure compliance with new and existing legislation affecting the business 
· Support the relevant departments with environmental audits when they arise.
· Maintain customs compliance across all import and export movements 
· Obtain and review import/export documentation to ensure accuracy and completeness 
· Conduct regular compliance checks and audits of customs entries 
· Perform monthly audits to ensure system records align with physical stock 
· Support stock control activities, including cycle counting in line with company procedures and KPIs 
· Assist with tariff classification reviews every six months and implement necessary updates 
· Assist with general stores and warehouse activities as required

	Requirements – experience:
Essential:
· Strong attention to detail 
· Good numeracy and literacy skills 
· Competent in using computer systems and software 
Desirable:
· Knowledge of warehouse operations 
· Understanding of customs procedures and trade compliance 
· Experience working in a compliance-focused or detail-oriented environment


	Requirements – personal characteristics
· Flexible and adaptable approach to work 
· Willingness to support operational needs, including covering breaks and end-of-day tasks 
· Ability to work independently and as part of a team 


	Other points:
· Able to work overtime as and when required

	Completed by:
	Daniel Allen-Guinane
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