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	Job Title
	Risk & Due Diligence Analyst

	Sub Business Unit
	Restore Information Management

	Department.
	Quality & Compliance

	Location
	South East

	Reports to (direct)
	Head of Quality


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 cost effective services through three 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:
This role is critical to Restore with both customer and supplier facing responsibilities. On the customer side, this role will be responsible for the important task of managing the completion of customer due diligence (CDD) reviews in conjunction with functional leads and subject matter experts across Restore, helping to ensure that we meet our contractual requirements and enhance our reputation for maintaining robust procedures around governance, compliance and ethics. On the supplier side, this role will be responsible for managing supplier risk assessments across Restore, providing greater rigour and responsiveness in support of our efforts to better risk assess our supply chain. The position helps ensure compliance with regulatory, contractual, and internal standards while safeguarding operations and strengthening trust with customers and suppliers.

Key Tasks:
· Complete and maintain customer due diligence questionnaires, ensuring timely and accurate responses evolving into working with PQQ’s and Tender submissions.	Comment by Chris Fussell: Consider re-ordering in a more logical way to deal with customer-facing, supplier-facing and then bid management activities
· Conduct supplier/vendor risk assessments in accordance with documented policies and procedures, including onboarding checks, due diligence through our third party supply chain risk management partner, ongoing monitoring, and remediation follow-ups.
· Maintain documentation and audit-ready records for customer and supplier due diligence processes.
· Support compliance with relevant regulations, standards, and customer contractual requirements.
· Collaborate with procurement, legal, operations, and business units to manage supplier risks and support customer requirements.
· Identify, escalate, and track remediation of potential compliance or operational risks.
· Assist in developing and improving due diligence and supplier risk frameworks, policies, and procedures.
· Contribute to internal and external audits as needed.
· Assist in developing a knowledge library in order to improve the consistency and efficiency of our responses to customer due diligence requests.
· Work with the sales and bid management teams to support tender responses.  
Skills, Knowledge & Experience required: 
Essential 
· [bookmark: _Hlk156817085]Strong analytical skills with the ability to assess risks and recommend mitigation strategies.
· Excellent attention to detail and record-keeping skills.
· Strong communication skills, with the ability to liaise confidently with customers, suppliers, and internal teams.
· Ability to manage multiple requests, questionnaires, and assessments simultaneously.
· Proficiency in Microsoft Office (Excel, Word, PowerPoint); experience with risk/compliance tools is a plus.

Preferred 
· Working knowledge of customer due diligence and/or third-party risk processes.
· Prior experience in compliance, procurement, or risk roles within a services-based business.
Compliance Requirements: 
· Adhere to all Company Policies and Procedures.
· Support the Line 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.
· 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.
Other Information:
LINE MANAGEMENT: 
· None

CONTACT WITH OTHERS: 
· Primarily: 
· Line Manager, Heath and Safety, Quality, Compliance and Information and Security Team.

*** 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.
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