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	Job Title
	Compliance Administrator - Full Time

	Business Unit
	Datashred & Technology

	Department.
	Compliance and H&S

	Location
	Home Based - with some travel when required

	Reports to (direct)
	 Lead Compliance Manager




Objective of the Role

To assist and support the Datashred and Technology Compliance team and work in collaboration with all sites, departments, and business units. Ensure the e-learning training system and records are managed and remain up to date. Assist compliance team to embed best practices across the business. Ensure all compliance and quality emails are answered professionally. Communicate and collaborate with colleagues in an open and positive manner.

Key Responsibilities
1. To manage and maintain the training system Safety Media and keep all records live and up to date
2. To manage and circulate monthly Safety Media reports and reminders to all site managers and department heads, to include overdue or incomplete courses
3. Manage compliance and quality business email accounts efficiently, positively and in a timely manner
4. Assist with BCP management
5. Control a central repository/PQQ for answering all customer and supplier questionnaires
6. Assist sites, departments, and compliance team with document control
7. Engage with supplier contractor maintenance and documentation

8. Work closely with the compliance team to understand their requirements and support
9. Collaboratively work with the sales bid team to create compliance materials designed to support and enhance the bid process
10. Manage business Compliance certificates and awards, keeping all compliance
 registers up to date, ensuring all review dates are managed and circulate renewals to all relevant stakeholders
11. Ensure all certification and accreditation fees and charges are paid when applicable and on time
12. Management of overdue Audit and Inspection findings.
13. Manage team documentation (standardisation)
14. Facilitate sites and departments documentation including flowcharts, processes and procedures and their document control
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15. Identify waste within the business and escalate where applicable


*** 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, from time to time, to perform tasks or be given additional, reasonable responsibilities.

Behaviors
1. Be proactive in your approach and look for and highlight potential risks before they become an issue
2. Be engaging and work in collaboration with all departments, where possible provide advice and guidance
3. Have a positive attitude toward co-workers and respect individual differences
4. Be accountable for owning problems through to resolution
5. Have a self-motivated and forward-thinking approach to success

Qualifications & Experience
1. Quality administration attitude
2. A Minimum of 2 years' experience in ISO14001, ISO45001,ISO9001 and ISO27001 beneficial
3. 2 years' experience in a similar industry
4. Must have a passion for organisation with exceptional attention to detail
5. Must have the ability to maintain confidentiality and discretion
6. Teamworking abilities and the capability to work autonomously and prioritise own workload
7. Good communication skills, written and verbal, and excellent telephone manner
8. Highly competent in standard software packages particularly Microsoft O365 and willing to learn new ones
9. Drive and passion to succeed and meet set deadlines
10. Capability to recognise personal training requirements to ensure business related skills and knowledge are kept up to date

Compliance and Responsibilities
Adhere to all Company/Datashred Policies and Procedures, 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 line manager
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