SIGHT LOSS SHROPSHIRE
JOB DESCRIPTION

	JOB TITLE
	Sight Loss Shropshire Manager

	
	

	LOCATION
	Office based - The Lantern, Harlescott, Shrewsbury

	
	

	HOURS
	30 hours per week

	
	

	SALARY
	£20K - £23K (based on 30-hour week) depending upon experience

	
	

	REPORTING TO
	Charity Director

	
	

	RESPONSIBLE FOR
	Administrator


Sight Loss Shropshire

Sight Loss Shropshire (SLS) is a Registered Charity.  The beneficiaries of our activities are people of any age with sight loss who are resident either in the administrative County of Shropshire or in the Borough of Telford & Wrekin.
The purposes and objectives of the charity are:

· To help visually impaired people to cope with their sight loss and the difficulties this imposes on their daily lives.

· To help reduce social isolation for visually impaired people by providing information about and access to social, physical and creative activities aimed at enhancing physical and mental wellbeing.

· To support self-managing local peer groups for visually impaired people that meet across Shropshire and Telford & Wrekin.

· To enable visually impaired people, their families and carers to make informed choices about the services and support they can access.

· To enable visually impaired people to access equipment and services that they cannot afford to self-fund, and which are not available through statutory health or social care services but have a significant impact on their level of independence and wellbeing.

· To raise awareness of sight loss issues locally and encourage and promote the development and improvement of services for sight loss.

· To work in partnership with statutory, private and third sector organisations that support visually impaired people in the community.
Job Purpose

Delivery of high-quality management and business support to the charity and first-class customer service to our service users.

Main Duties and Responsibilities

The postholder will work under light-touch guidance of the part-time Charity Director. The majority of working time will normally be undertaken without direct supervision, but frequent, regular contact with the part time Charity Director via email and telephone will be available to support, mentor and guide the post holder. 
The duties of the post are as follows:

1.To identify opportunities to increase the generation of revenue income to meet the running costs of the charity
2. To prepare bids for additional funds as may be provided by outside funding bodies.
3. To collect and collate data and information on the impact of SLS services to support any bids and submissions made for additional funds.

4. To plan, deliver and expand a programme of “Living Well with Sight Loss” courses across Shropshire and Telford & Wrekin, in line with RNIB’s national operating model for these courses. This will include organising speakers from external agencies and partner organisations to enable the delivery of the programme, as well as promotion of the courses to external agencies, partner organisations and people with sight loss. This work will entail ensuring participation and involvement by those attending the courses, and entail listening to feedback and work on continuous improvement of the courses in regular liaison with RNIB. 
5. To recruit and manage volunteers working for the charity, ensuring that all appropriate recruitment checks are carried out and to make appropriate arrangements for volunteers’ induction training and their understanding of the role they are expected to carry out.

6. To keep information posted on the charity’s website up to date, as well as extending or amending the website as agreed and appropriate. Where such website related tasks exceed the existing expertise of the post-holder relevant IT training for the post holder will be supported by the charity or will be bought in from external consultants.

7. To promote and advertise the charity and its services via the social media accounts held by the charity.

8. Supervision of the Administrator role to ensure key tasks are completed to the required standard including:

· maintenance of up-to-date and accurate records of all income and expenditure for the charity.

· compliance with the requirements of the charity’s Honorary Treasurer and Independent Financial Examiner in the preparation of the charity’s Annual Accounts.

· provision of administrative support and assistance to local Visually Impaired Person (VIP) self-managing peer support groups across Shropshire, Telford & Wrekin. 

· administrative arrangements for major social functions organised centrally by the charity, notably the charity’s Winter’s Day Out event.
· administering referrals for individual grants efficiently and ensuring grant requests are dealt with as promptly as possible.
11. Ensure that telephone and email enquiries are promptly dealt with, and service users referred to other relevant statutory or voluntary agencies who can assist the service user.

12. To represent the charity at relevant meetings, conferences and events related to services for visually impaired people.

13. To report regularly to the trustees, to attend meetings of the trustees as required, and to carry out such other duties as may be directed by the board of trustees.
General 

1. To follow SLS’s quality assurance processes to ensure consistency in delivery

2. To maintain the highest professional standards as a SLS representative when acting on our behalf

3. Ensure the highest professional standards with regard to language, spelling, grammar and formatting in all communications, internally or with clients

4. Undertake training as required and as relevant to the role

5. Adhere to and uphold our mission, vision, strategic aims and policies

6. Any other duties as requested by the Charity Director or Trustees.
This job description is not necessarily an exhaustive list of duties but is intended to reflect a range of duties the post-holder will mainly perform. The job description will be reviewed regularly and may be changed in the light of experience and in consultation with the post-holder.
PERSON SPECIFICATION

	
	Essential
	Desirable

	Qualifications
	· 5 GCSE (or equivalent) passes at grade C or higher, including English Language.
	

	Experience
	· Demonstrable experience of income generation within a social sector organisation
· Experience of writing bids

· Successful management of direct reports

· Experience in delivering high quality customer services.

· Experience of using IT systems and databases.
	· Experience in the design and delivery of training courses

· Recruitment and management of volunteers



	Knowledge


	· Understands the features and implications of excellent customer service and satisfaction.

· Understanding of confidentiality and dealing with sensitive information appropriately.

· Knowledge of general office administrative and clerical procedures that promote efficiency and effectiveness.
	

	Skills 
	· Computer literacy, with working knowledge of Microsoft Office.
· Basic website maintenance skills
· Good verbal and written communication skills, with strong attention to detail for high levels of accuracy.

· Strong personal organisational skills, able to prioritise and manage own time and workload.

· A logical and methodical approach to maintaining systems, including electronic and paper filing.

· Ability to research, collate and evaluate information.

· Effective at building and maintaining relationships with clients, colleagues, suppliers etc.
	· Ability   to   recognise   ways   to change or improve administrative processes.



	Personal Attributes


	· Self-motivated with ability to effectively manage own workload.
· Diplomatic communications to deal with a variety of stakeholders
· Pro-active, practical and solutions-focused, with a ‘can do ‘attitude.

· A good team player who can anticipate and recognise where support is required and accommodate the needs of others.

· Articulate and well spoken, able to represent the organisation in person and by phone.

· Demonstrates a keen interest in contributing to the ongoing success of the organisation.
	· An interest in and enthusiasm or making a difference in the sight loss sector.



	Other


	· Prepared to work flexibly, including additional hours with reasonable notice, in   response to the needs of the organisation.
	· Able to travel occasionally for training and meetings.




