Job title: Print Room Manager 
Salary: £25000-£34000 depending on experience 
Location: Stratford, London
Steria is a world-leading technology and outsourcing business, they run a sophisticated mix of back-office functions for household names ranging from Tesco to Barclaycard, Royal Mail to Thames Water. Through improving their clients’ IT and business processes, enable them to do more of what they do best.

With over 19,000 employees and plans for expansion, this is a great time to join the organisation as you will be pivotal to our continued development and growth plans. We’re offering you the opportunity to do more too - using your business skills and knowledge, and your creativity, to add more value than clients would traditionally expect. 

Role Overview 
The Print Room Manager will be responsible for ensuring the efficient daily production and dispatch of all SBS Client Documentation generated through the Neopost System
The successful candidate must be willing to undergo a security clearance process
Role Responsibilities 

· Primarily responsible for the operation of the print room dispatch service. This includes the operation of automated dispatching equipment including automated printing, enveloping and franking facilities
· Supervise team in operation of print room dispatch service, including operation of automated dispatching equipment
· Keep the print room and all equipment in a clean and safe state in order to maintain service and observe health and safety requirements
· Prioritise work ensuring that deadlines are met and the highest standards achieved
· Support team members in ensuring daily targets are met.
· Resolve despatching errors in a timely and efficient manner causing minimal disruption to the service
· provide flexible support to ensure adequate cover at peak operating times to meet deadlines
· Provision of monthly statistics
· Ensure adequate stationery stocks are retained
Essential Skill Set:
· Strong experience of working in a busy mail room environment
· Knowledge of print room equipment and functionality
· Ability to work accurately with initiative, creativity and flexibility to tight deadlines.
· Proven IT skills and familiarity with common software packages eg: MS Office
· Excellent written and verbal communication skills.
· High level of personal organisation and planning
· Experience and proven track record of liaising with internal & external clients in a professional manner to ensure all business requirements are met
· Experience of managing a busy dispatching environment would be desirable
On offer is the opportunity to work for a UK top 10 IT Consultancy and Service provider. The role comes with a competitive salary, the opportunity for further development and the potential for a wide and diverse career within Steria

Steria is committed to establishing and maintaining a working environment which is free from discrimination and which values all employees as individuals. All employees and prospective employees are selected, recruited, trained and promoted solely on the basis of their skills and behaviour.
