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	Job Title
	Warehouse Operative

	Business Unit
	Restore Technology

	Department.
	Operations

	Location
	Stevenage

	Reports to (direct)
	Team Leader


MAIN PURPOSE OF JOB
To work in a busy warehouse environment. Splitting your time between the QA department and the Goods-in department. Booking in various products on our systems and cleaning and quality screening fully tested products ready for dispatch.
KEY TASKS (but not limited to):
· Working in a production environment within the warehouse facility.

· Responsible for the accurate recording (serial number, make/model etc) of equipment.

· Responsible for the accurate testing and processing IT equipment in accordance with all established processes.

· Processing IT hardware in accordance with customer specification and company standards.

· To be proactive and work with wider site management to push productivity, compliance and business development of people

· General warehouse housekeeping.

· Ensuring stock is accounted for and stored securely.

· Work in a safe manner and comply with the Health, Safety and Environmental Policies 

· Provide absence cover which may cover all warehouse responsibilities.

· Ensure that all relevant procedures and processes are followed and adhered to in line with the Company’s procedures and requirements. 

· Undertake additional duties as and when required to meet the needs of the business, which may include working outside of normal hours on occasion.

SKILLS, KNOWLEDGE & EXPERIENCE REQUIRED
· Previous experience in warehouse or production settings would be advantageous

· Good numeracy and IT skills. 

· Good communication skills. 

· Able to work well as part of a team, communicate positive handovers to other team members.

· Good attention to detail & the ability to work accurately and methodically. 

· Flexible approach to duties and tasks. 

· Good understanding of customer deliverables, working to targets and goals and the impact of failure / cost of poor quality.

· Ability to accurately complete and cross match paperwork, create files and reports.

· Excellent timekeeping skills and attendance
*** The above is not an exhaustive list but an outline of your duties. All Restore employees need to be aware that they may be asked to perform tasks and be given responsibilities as reasonably requested.
COMPLIANCE RESPONSIBILITIES

· Adhere to all Company Policies and Procedures contained in the Codes of Conduct, Information Security, Environmental, Health and Safety and Quality Management Systems
· Report any Health & Safety, Quality, Information Security, Environmental and Business Continuity & Disaster Recovery incidents to your supervisor/line manager
Managers are responsible for training staff on Company Policies and Procedures contained in Health & Safety, Quality, Information Security, Environmental and Business Continuity & Disaster Recovery Management Systems
	Line Manager 

Name: …………………………………………...

Signature:……………………………………
Date:…………………………………………
	Post Holder

Name: ……………………..………………………..

Signature:…………………………………………
Date:………………………………………………


The company reserve the right to amend or update this job description as the demands of the business develop. 
A copy of the signed job description should be returned to your local People Team. 
The company reserve the right to amend or update this job description as the demands of the business develop.
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