
 

 

                                   
CUSTOMS ADMINISTRATOR - JOB DESCRIPTION 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Job Title:       Customs Administrator Location:    Devere House  

Department:  Chamber International Reports to: International Trade Director 

      

 

 

 

Salary: £22 to £26k (dependent on skills and experience)  

Hours: 9am to 5pm & regular 8am to 4pm (additional hours, as and when required) 

Contract: Full time  

Holiday: 25 days      

Pension:  Contributory  

 
Main function of job: (Note: In addition to these functions employees are required to carry out such other duties as 

may reasonably be required) 

Creating and processing export and import entries  

Supervisory responsibilities: None  

 
Main Duties/Responsibilities:   
 

1. Give advice to traders by phone, email and in person on customs clearance 
and related procedures and identify opportunities for paid compliance work 

 
2. Sort and verify the accuracy of data before it is entered to HMRC including 

CPC codes, commodity codes, import/export licensing, EORI numbers etc. 
 

3. Apply HMRC valuation methods to calculate and declare customs charges on 
deferment and manage payment schedules 
 

4. On completion of training give advice on customs duty management and relief 
including IPR, OPR, CFSP, Customs Warehousing etc. 
 

5. Submit customs declarations using simplified, summary and standard 
procedures 
 

6. Build relationships and rapport with new and existing customers 
 

7. Forwarding of customs release messages to clients and their representatives 
 

8. Engage in CPD activity to keep your knowledge on customs policies up to 
date 
 

9. Use the Salesforce database to log client details and transactions. Create and 
maintain records for accounts, budgeting and contract purposes 
 



 

 

 

 

Training and CPD requirements: 

1. BCC virtual 4 day Chamber Customs training programme  
 

2. BCC virtual 2 day Certification Training  
 

3. Workshop attendance:  
 

 
Import Procedures 
Export Procedures  
Incoterms  
Commodity Coding & Classification  
Trade Preference  
Authorised Economic Operator  
Export Control  
Customs Warehousing & Duty Reliefs  
Valuing Goods for Customs Purposes  

 

4. Register for webinars, conference calls, chamber forums and relevant industry 
events to support professional development and enhance the quality of the 
Chamber Customs service 


