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	Job Title
	Archive Centre Operative

	Department.
	Operations

	Location
	Purfleet/Thurrock

	Reports to (direct)
	Cheryl Warren

	
	



MAIN PURPOSE OF JOB

To carry out safe and careful physical and mechanical handling of client’s records and provide a high standard of storage and retrieval in the accordance with the Quality Operations Procedures Manual.

KEY TASKS 

· To ensure a high level of housekeeping standards are maintained.
· Ensuring highest standard of accuracy and attention to detail
· Report any security issues to the Centre Manager Immediately
· Ensure that you are working to the Operating Procedures and that any changes to these procedures are authorized before implemented.
· Actively seek to improve the working procedures and environment and communicate the recommendations to the Centre Manager.
· Ensure records are picked and handled in the appropriate manner.
· Ensure correct download of RS Mobile and correct resolution of exceptions
· Ensure correct use of O’Neil Records Management System


SKILLS, KNOWLEDGE & EXPERIENCE REQUIRED

· Basic numeracy and literacy
· Experience of working to KPI’s
· Experience of working effectively within the a deadline and target driven environment 
· Customer focused approach
· Flexible approach when required
· Working at Height
· Pulling boxes up to 20kg 
· Scissor/VNA trained
· 


*** 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.

OTHER INFORMATION

The purpose of this section is to provide the opportunity to identify aspects of the job that are
important and have a significant impact on the job. 

From time to time and dependent on customer requirements and location you will be required to do additional jobs, overtime and Saturday work, which is part of your contract.’ 


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.

DECISION MAKING AUTHORITY AND CONTROL Delete if not applicable

	


APPROVALS:
Line Manager 
Name: ………………………………………………...
Signature:……………………………………
Date:……………………………………………
	



Post Holder
Name: ……………………………..………………………..
Signature:…………………………………………
Date:………………………………………………




NOTE: Please ensure that sections in red font are completed or deleted as applicable. Further guidance or advice can be obtained from your local People Team.

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. 
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