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Job Title Secure Collection Operative — Class 2
Department. Operations
Location Newbridge
Reports to (direct) Operations Manager

MAIN PURPOSE OF JOB

To safely, securely and efficiently complete all allocated customer service visits in accordance with the daily
route plan, customer requirements and Restore Datashred procedures.

The role is responsible for ensuring collections and services are completed correctly and on time, with all
required information accurately recorded through the PDA and associated documentation.

As a key representative of Restore Datashred, the Driver is responsible for maintaining the security and
confidentiality of all customer material from the point of collection through to its safe return to the depot
for secure destruction.

The Driver is expected to maintain high standards of road safety, vehicle care, compliance and customer
service at all times, while communicating promptly with the operational team where there are any issues
that may affect the successful completion of the day's work.

KEY TASKS

1. Complete daily vehicle checks, report defects promptly and ensure the vehicle is safe and legally
compliant before use.

2. Drive only vehicles for which you are appropriately licensed and authorised, complying with all
relevant road transport, Drivers' Hours and Working Time requirements.

3. Use tachographs correctly and ensure all required driving, working and break information is
accurately recorded.

4. Review the daily route before leaving the depot and ensure all required equipment, paperwork,
PPE and materials are available.

5. Complete all allocated customer services safely, correctly and within the required timescales.

6. Use the PDA accurately for every service, ensuring quantities, service details, signatures, notes
and customer information are correctly recorded.

7. Ensure all supporting paperwork is completed accurately and reflects the service actually carried
out.

8. Report any missed, failed, delayed or partially completed services to the operational team as soon
as possible, providing clear reasons.

9. Maintain the security and confidentiality of all customer material at all times, from collection
through to secure return to the depot.

10. Deliver a professional and courteous level of customer service and act as a positive representative
of Restore Datashred.

11. Drive safely and courteously and take appropriate care of Company vehicles, equipment and
customer property.

12. Report accidents, incidents, near misses, vehicle damage, security concerns or operational issues
in line with Company procedures.
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13. Safely unload collected material into the appropriate secure area on return to the depot and
leave the vehicle ready for its next use.

14. Complete timesheets and other required records accurately and within the required timescales.

15. Wear Company uniform, identification and required PPE and comply with all customer and
Company Health & Safety requirements.

16. Attend required briefings, training and toolbox talks and maintain all licences and training
required for the role.

17. Follow all relevant Restore Datashred operational, Health & Safety, Quality, Environmental and
Information Security procedures.

18. Support reasonable operational requirements when requested by site management, provided you
are appropriately trained and competent to do so.

19. Complete all mandatory Company e-learning, training and refresher modules within the required
timescales and maintain any role-specific training or competency requirements.

*** The above is not an exhaustive list but an outline of your duties. All Restore Datashred employees
need to be aware that they may be asked to perform tasks and be given responsibilities as reasonably

requested.

PERFORMANCE EXPECTATIONS

Performance within the role will include, but is not limited to:

¢ Safe and compliant driving.

e Completion of allocated customer services.

* Accuracy of PDA and service information.

*  Customer service standards.

* Adherence to route and operational instructions.
* Vehicle check and defect-reporting compliance.
e Drivers' Hours and Working Time compliance.

* Attendance and timekeeping.

*  Security of confidential material.

* Reduction of avoidable missed or failed services.
* Appropriate care of Company vehicles and equipment.

Skills, Knowledge & Experience:

e Full UK driving licence, (Category C licence)
* Valid Driver CPC.
* Valid Digital Tachograph Driver Card.
* Good communication skills, both written and verbal.
* Ability to apply the principles of customer care.
* Must have the ability to maintain confidentiality and discretion at all times.
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Due to the physical nature of this role, the role holder must have the ability to lift sacks following the
manual handling training given on multiple occasions throughout the working day. Dependent on
customer requirements the role holder may be expected to undertake early starts or overtime when
business needs dictate.

Drivers must immediately notify management of any endorsements, restrictions, disqualification or other
change affecting their entitlement to drive.

Competencies:

¢ Commitment to delivering excellent customer service.

e Able to work to strict deadlines.

e Able to work using own initiative.

*  Problem solving.

¢ Deals empathetically, assertively and politely with internal and external customers.
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