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	Job Title
	Account Manager x2

	Sub Business Unit
	Restore Information Management

	Department.
	Restore Document Management – Sales

	Location
	Durham

	Reports to (direct)
	Nicola Tatters - Central Account Team Manager


About Restore PLC 
Restore PLC is the UK’s largest independent document and business lifecycle services provider, We provide integrated information and data management, business digitisation, secure recycling of paper and technology assets. Restore provides mission-critical services through five specialist divisions, operating from over 80 UK locations.
About Restore Information Management
Restore Information Management is the leading UK owned provider of information management services. Specialising in secure document storage, scanning, digital mailrooms, outbound communications and hosting. Our approach helps organisations protect, transform and access their information seamlessly and efficiently. With a focus on innovation and customer-focused solutions, we help organisations streamline and management their information and communications to stay competitive in today’s fast-paced market.
Role Purpose:
We are looking for a highly motivated Account Manager to help manage a portfolio of accounts, resolving customer queries and identifying opportunities to ensure maximum potential revenue across the Restore PLC portfolio. Although working on a shared portfolio you will take ownership and accountability for queries assigned.
You will be the first escalation point for customers, helping to manage a large but shared list of accounts in close partnership with the National Account Manager, Service Delivery and Regional Customer Care Teams.
Key Tasks:
· Protect and retain accounts
· Ensure KPI’s are met
· Deal with customer enquiries in a timely and effective manner
· Accurately report key information to line manager
· Co-ordinating resolution plans across Restore departments

Skills, Knowledge & Experience required: 
Essential 
· Experience in resolving customer queries through effective investigation, ownership and problem-solving.
· Strong attention to detail, with the ability to manage queries accurately from initial contact through to resolution.
· The ability to work collaboratively with internal departments to resolve customer issues and support positive outcomes.
· A customer-focused approach, with experience of supporting account retention and building effective customer relationships.
· Commercial awareness, including the ability to identify new storage, project and cross-sell opportunities across Restore services.
· Confidence in maintaining accurate customer and account information within a CRM system.
· The ability to provide accurate reporting and key account updates to the line manager.
· Strong organisational skills, with the ability to manage multiple priorities and support business projects when required.
· A good understanding of Restore operations, services and customer processes, or the ability to quickly develop this knowledge.

Compliance Requirements: 
· Adhere to all site accreditations that need to be upheld.
· Support the Service Delivery Manager and quality team with internal and external audits.
· Ensure compliance regarding code of conduct, quality management systems, BCP, environmental, information security, legal admissibility in accordance with the Company guidelines.
· Completion of all mandatory ISO management system and BS 10008 awareness training is required to be completed on annual basis.
· Compliance with ISO 9001 Quality Management, ISO 45001 Occupational Health & Safety, ISO 27001 Information Security, BS 10008 Evidential Weight & Legal Admissibility Management system requirements as defined in all applicable policies, procedures, and training & awareness requirements.
· Adherence to the company Acceptable Use Policy.

CONTACT WITH OTHERS: 
· Primarily: 
· Line Managers, Supervisors, Section Leaders and Employees

*** The above is not an exhaustive list but an outline of all Service Delivery Operational duties. All Restore colleagues are advised that they may be asked to perform tasks and be given responsibilities as reasonably requested.



	APPROVALS:
Director of People  
Name:
Nicola Tatters………………………………………...
Signature:……………………………………
Date:…… 13/07/2026………………………………………
	
Post Holder
Name: ……………………………..………………………..
Signature:…………………………………………
Date:………………………………………………



Security Classification: Internal
	Version No.
	Issue Date
	PBP Review & Date
	Last Review Date
	DOP Approval & Date
	Document Owner 

	002
	20/01/26
	(Name + date)

	
20/01/26
	Director of People  XX/XX/2026
	Resourcing Manager

	Renumbered from Form-014 Uncontrolled if printed





© 2024. Restore Information Management. All rights reserved.Page 1

Registered Office: Village Way, Bilston, Wolverhampton, England, WV14 0UJ. Registered in England No. 04624743 | VAT Registered 807 4459 19
image1.png
Restore

Information Management




image2.png




image3.svg
                  


