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	Job Title
	Prepping Operator 

	Business Unit
	Digital

	Department.
	Scanning

	Location
	Wolverhampton (travel may be required)

	Reports to (direct)
	Section Leader / Supervisor



MAIN PURPOSE OF JOB
To prepare customer documentation to an agreed standard for scanning.

KEY TASKS 
· Following specified work instructions to ensure that documents are in the expected order subject to specific job requirements. 
· Preparing documents for scanners by unfolding, smoothing and removing obstructions such as staples or paperclips subject to specific job requirements.
· Orienting documents to ensure they face the correct way for scanning subject to specific job requirements.
· Separating and labelling documents with bar code separators. 
· Work towards and achieve performance targets to help ensure customer SLA’s are met. 
· To be aware of and comply with the safety requirements of the department in order to achieve a safe and healthy working environment.
· To comply with the Company’s policies and procedures and to escalate any breaches to the appropriate channels (e.g Line manager or HR).  
· To undertake any other ad hoc duties or reasonable request made by your line manager. 
· To contribute and participate fully to any continuous improvement/changes/projects that are being considered/implemented.
· To contribute to, participate in and attend appropriate meetings and training courses as required.
· Raise any concerns with regards to Equal Opportunity, bullying and harassment and bribery issues.
· Contribute to the Companies Environmental Policy by being aware of the resources required to undertake this work and making sure that resources are not wasted and are disposed of in a sustainable way.
· Follow safe working practices and assist in the maintenance of good housekeeping standards, in order to achieve a safe and healthy working environment.
· To contribute to, participate in and attend appropriate meetings and training courses as required.
· Inform, update and escalate areas of concern to the Line Manager / Senior Line Manager.
· The job holder may be asked at times to carry out other duties not necessarily listed in this job description, but which are commensurate with this position
· [bookmark: _Hlk156817124]Occasional travel to banks may be necessary for depositing cheques (Applicants who do not drive should not be discouraged from applying).

COMPLIANCE REQUIREMENTS
· 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.

SKILLS, KNOWLEDGE & EXPERIENCE REQUIRED
Essential
· Positive and flexible work ethic, “Can do” and self-motivating attitude.
· Excellent attention to detail, organisational skills and positive, flexible work ethic are essential.
· Be able to work in a fast paced environment.  
· Ability to work independently and as part of a wider team.
[bookmark: _Hlk156817135]Preferred 
· Hold a clean driving licence with access to their own vehicle.
· Be willing to travel to a local bank to deposit checks.

OTHER INFORMATION:
LINE MANAGEMENT RESPONSIBITILIES: 
· NONE
CONTACT WITH OTHERS: 
· Primarily: 
· Line Managers, Supervisors, Section Leaders and Employees
· Agencies or suppliers
· As required:
· Functional Heads of Departments
· Directors
· Auditors

	Post Holder

Name: ……………………………..………………………..

Signature:…………………………………………

Date:………………………………………………




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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