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	Job Title
	Warehouse Operative 

	Department.
	Operations

	Location
	Birch Business Park, Heywood

	Reports to (direct)
	Site Manager 



MAIN PURPOSE OF JOB

· To record, store and retrieve customer files, boxes and documentation to / from their warehouse locations, as directed by management and according to Company procedures.
· Maintaining accurate records associated with each activity by using handheld devices to ensure that the movement of records is auditable.
· To process inbound and outbound records in accordance with Company procedures.
· To identify and retrieve records that are ready for destruction and to process them according to Company procedures,
· To operate plant / machinery which allows you to work at height of upto 14 metres.
· This is a physically demanding job requiring the lifting and moving of boxes of approx. 15kgs.
· Arrive ready for work in every sense, dressed in uniform / PPE provided, and at the time specified by your immediate supervisor. 


KEY TASKS 

1. Assist with the daily loading and unloading of all company delivery vehicles as instructed by management. 
2. To adhere to all Company procedures at all times.
3. Record incoming customer boxes, files and documents and to manually store in correct warehouse locations.
4. To retrieve customer boxes, files and documents from warehouse locations in preparation for dispatch back to customer sites.
5. Ensure that all boxes, files and document movements are accurately recorded
6. Maintain good house-keeping at all times.
7. Be polite, courteous, and helpful to all Company clients you meet in the course of the working day. 
8. To ensure that all client information and documents are kept secure and confidential at all times. 
9. To carry out any other duties and tasks as instructed by management.


SKILLS, KNOWLEDGE & EXPERIENCE REQUIRED

Qualifications:

Training will be provided for the use of machinery and plant should it be required.









Essential Skills:

· Be able to lift and move boxes which weigh approx. 15kgs.
· Be able to work at height of upto 14 metres 
· Good attention to detail.
· Reliable 
· Team player 
· Flexible 
· Good communicator and listener.

*** 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

· To carry out all operations and activities in the prescribed manner.
· Use the correct tools and equipment for the operation including any relevant safety equipment or protective clothing.
· Report any defects in equipment or protective clothing immediately.
· Avoid improvising or taking short cuts, which would entail unauthorised or unnecessary risks.
· Maintain a clean and tidy working area.
· Report accidents or near miss incidents promptly.
· Suggest ways of eliminating or reducing hazards.
· Co-operate with accident/incident investigations in order to prevent reoccurrence.
· Develop a personal concern for your own safety and that of your colleagues.
· Set a personal example.


COMPLIANCE RESPONSIBILITIES

· Adhere to all Company Policies and Procedures contained in the Health & Safety, Quality, Information Security, Environmental and Business Continuity & Disaster Recovery 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 

	


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



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




The company reserve the right to amend or update this  job description as the demands of the business develop.

Signed Job Description are to be returned to the HR Department and will be used as part of the Appraisal process


	Version No.
	Issue Date
	Reviewed By
	Approved By
	Document Owner
	Pages

	001
	20/03/19
	Group HR 
	Group HR
	Group HR
	Page 1 of 3

	Renumbered from Form-014 Uncontrolled if printed



image1.emf

Microsoft_Visio_2003-2010_Drawing.vsd

