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Services Administrator 
(Maternity Cover)
Information Pack.
Pack Contents

A. Information plus overview of Sight Concern and information about role and recruitment process.
B. Job description.

C. Person specification.

A.  Information and Overview
What is the purpose of this pack?
Sight Concern needs to recruit an administrator, to cover maternity leave, until 2nd November 2020.  
This pack is aimed at potential applicants and contains information about Sight Concern, our activities and our aspirations for this role. 
If you plan to apply for the post, you should also consult the Job Description and Person Specification.  All documents, and information how to apply can be found on our website at https://www.sightconcern.co.uk/about-us/job-vacancies/
About us
Sight Concern Worcestershire is a charity that supports blind and partially sighted people across Worcestershire to lead independent and fulfilling lives.  With roots going back to 1880, we have been successfully supporting people with sight loss for over 130 years.  We’re proud of our history, and we’re excited about our future.
We provide expert advice, training and support through our staff and volunteers.  Most importantly, we help people with sight loss to feel part of a supportive community of people who live active lives with visual impairments.
For more information about us you can look at our website, our Facebook page or our Twitter feed.  You may also want to take a look at our entry on the Charity Commission website, where you can find information including our annual reports, accounts and governing documents.
How do we work?
We have a small team of paid staff, most of whom work part-time, and a network of over 150 regular volunteers.  
We are based in Worcester city centre, at the Bradbury Centre, where we offer specialist services such as our low vision clinic and where groups can take advantage of our meeting spaces and our art and craft facilities.  We are currently delivering and developing our services and engagement around the county.
Why do we need an Administrator?
The purpose of this post is to provide administration cover for one of our administrators who is being seconded to cover maternity leave from 4th November 2019 to 2nd November 2020. 
This role is temporary, for a fixed term, and will support the organisation to ensure that we can provide excellent customer service to people contacting Sight Concern and a range of administration tasks to ensure that the charity’s services are run effectively and efficiently. 
The hours of work for this post are 20 hours per week, based at our offices at The Bradbury Centre, working alongside our established administrators to ensure that standard reception duties and administration tasks are carried out effectively from 9.30m – 1.30pm Monday to Friday. 
This includes answering the telephone, taking contact details and correctly passing on messages, greeting visitors, responding to emails and dealing with day-to-day enquiries. In addition to this we need the administrator to work with the team to support our marketing and communications work. 

We expect the administrator to work with the team to ensure that the Centre is accessible, clean, tidy and safe for all, and to support the Operations Manager and the team in ensuring health and safety matters are addressed: this includes carrying out and daily and weekly routine checks and recording these appropriately.

We also require that the post holder provides additional reception cover for annual leave and sickness as agreed.
Where will the Administrator fit in our structure?
This role will report directly to our Operations Manager.   
What sort of person are we looking for?
We need to you to be passionate about supporting people with sight loss. 
We need a person who understands the ethos of the voluntary sector and the kind of challenges faced by a small organisation and can respond flexibly and sympathetically to these.  
What can we offer you?
The salary for the role will be £8,657 per annum.
The Administrator post includes a pension scheme into which the employer and the employee will make contributions as demonstrated in the following table, (unless the employer choses to opt out):
	Employer minimum contribution
	Employee minimum contribution 
	Total minimum contribution

	3%
	5%
	8%


The Administrator role will benefit from an initial entitlement of 20 days paid leave per year plus bank holidays, rising by one day per year, to a maximum of 25 days plus bank holidays.
What is it like to work with Sight Concern?
The people who work here are the best people to say what it’s like to be a part of Sight Concern.  
Here’s what staff members said about their work:
· “For me, the most rewarding thing is that we make a difference to people’s lives, whether it be with practical or emotional support.  For example, we may be able to make suggestions about how to label food tins to make food preparation easier or support them to access a computer class so that they can stay in contact with family overseas.”
· “Whether it’s people who use our services, or our volunteers or our staff, we help people, reach new heights and achieve things they didn’t believe possible.  That’s the best thing for me.”
How can you get more information?
If you plan to apply, please be sure to familiarise yourself with the Job Description and Person Specification documents for the Administrator role 
Application Forms can be downloaded at https://www.sightconcern.co.uk/about-us/job-vacancies/
If you have any difficulty downloading an application form, please contact info@sightconcern.co.uk 

How can you apply?
Email your completed application and a completed equal opportunities form to b.whittall@sightconcern.co.uk
Applications close at midnight on Monday 4th November 2019
Interview Date: We will hold interviews for shortlisted applicants in Worcester on Friday 8th November.
Appointment Date: We anticipate making an appointment by Monday 11th November.
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B. Job Description 
JOB DESCRIPTION: Administrator 

(Fixed Term Contact 2nd November 2019 – 4th November 2020).
Salary
£ 8.32 per hour.  £8,657 per annum.
Hours
20 hours. 9.30m – 1.30pm Monday to Friday
OVERALL OBJECTIVES

To provide excellent customer service to people contacting Sight Concern and a range of administration tasks to ensure that the charity’s services are run effectively and efficiently. 
DUTIES and RESPONSIBILITIES:
Information, Advice and Support 

· To take telephone, email and face to face enquiries providing information about the services that Sight Concern offers and signposting to external service providers when relevant.
· To take queries and bookings for courses and make referrals to services provided by Sight Concern or partner agencies.

· To demonstrate basic aids and equipment to clients and carers and support those who need assistance to place orders.

· To assist with researching relevant topics for information resources.
· To assist with the production and dissemination of regular information updates 

· Support the planning and deliver of the Infotech exhibition
· To update any public relations material, including social media, website, newsletters, etc, as directed by service managers, 

Volunteering 
· To provide support to volunteers, including responding to basic queries or referring onto colleagues as appropriate
· To support the recruitment, induction and training of new volunteers 
· To assist with client and volunteer monitoring, evaluation and reviewing, by making phone calls, e-mailing and sending out letters
· Carry out review phone calls for monitoring purposes 
· To provide administrative support as regards Disclosure & Barring Service checks, including verification of documents
· To assist with the processing of expense claims

General Administration 
· To maintain records and information in order to enable monitoring to take place and reports to be prepared.
· Support the service managers to collate data and monitor outcomes and to produce reports as directed by the service managers
· Provide administration for the team including inputting data onto the database, taking minutes at meetings, ordering equipment, etc. 

·  To ensure post is taken to the post office or post box on a daily basis

· To support the Operations Manager to ensure that the Centre is accessible, clean, tidy and safe. 

· To liaise with contractors, as instructed by the Operations Manager, when minor repairs and renewals are required.

· To take general room bookings and ensure that rooms are prepared when necessary. 
· To assist with planning and preparation for internal and external events as appropriate. 
· To carry out basic financial procedures including collection of payments, banking and raising purchase orders 
Other 

· To attend training, supervision and appraisals as and when appropriate.
· To adhere to legislative and organisational policy and procedure.
· The above is not an exhaustive list of duties and you will be expected to carry out any additional duties, commensurate with this post, which the management may reasonably require, as necessitated by your role within the Organisation and the overall business objectives of the Organisation. 

· If agreed, to be a named key holder on Alarm Company’s on-call register; required to attend the premises, out of hours.

C. Person Specification

Qualifications and Experience:

Essential 

· 5 GCSE or equivalent level including English and Maths 

· NVQ level 3 or equivalent in Administration or Customer Services 

· Minimum of two years’ experience working in an administrative or customer facing role.

· Good working knowledge of Microsoft Office systems and programmes including Word, Excel and databases.

· Experience of collating statistics and producing reports
· Experience of working with the public. 
Desirable

· Paid, voluntary or personal experience of the needs of people with sight loss. 
· Experience of working with the public and delivering excellent customer care.
· Experience of paid or voluntary work with older or disabled people.

· Experience of working with volunteers.

· Good working knowledge of Social Media platforms including Twitter, Facebook and Instagram.

Key skills:

· A patient and friendly approach to supporting people with sight loss.

· Ability to use own initiative but to understand when to refer elsewhere.  

· Excellent communication and organisational skills; both verbal and written.

· Excellent customer care skills, including a good telephone manner.

· Excellent administrative and reporting skills 

· Ability to organise information.

· Ability to remain confident, focused and professional in all circumstances

Personal Attributes:

Essential 

· Enthusiasm for promoting independence for people with sight loss.

· Self-motivated and reliable.

· Adaptable, flexible and proactive. 
· Positive attitude towards work and others.

Desirable

· Good sense of humour
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