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Job Description 

Title: 

Team Administrator

Salary:

£27,254 FTE
Hours:  
16-20 hours per week to be worked over 4/5 days between core hours (9:30am – 3:00pm) Monday to Friday
Location:

York

Reporting to:
Sight Support Team 

Overview

Thank you for your interest in the above position. I am pleased that you are interested in working for MySight York, a hard-working local charity providing a varied range of services that help people live well with sight loss.
We are recruiting a highly organised and reliable Team Administrator to provide effective admin support across the team and to the Chief Executive Officer. 
We are looking for someone to assist with the day to day running of our services, ensuring contact with our clients and visitors is friendly and welcoming and all interactions are recorded on our database.

This Job Description and Person Specification can also be made available to you in large print, Grade 1 or Grade 2 braille, on usb, disk or email.  Please feel free to ask us if you would prefer to receive it in one of these alternative formats.

We only accept CVs from applicants whose disability makes it difficult to complete an application form. All applicants however need to address the specific information we have asked for in the job description and person specification. 
We want to ensure that as much of our resources as possible go towards supporting people with sight loss and therefore we do not normally contact unsuccessful applicants individually. 

If you have not heard from us within three weeks of the closing date, please assume that your application has been unsuccessful on this occasion. However, we would encourage you to apply for other suitable roles.

Recruitment Timetable
Closing date for applications: 4th October 2026
Interview date for shortlisted applicants: 15/16 October 2026
Start date: to be agreed with the successful applicant.
Barbara Fairs 

Chief Executive 

barbara.fairs@mysightyork.org  
MySight York.  Registered Charity No. 1159188

84-86 Walmgate, York, YO1 9TL
01904 636269
Duties and responsibilities

1.) Service Support Administration
· Welcome all visitors in person, by telephone or email, ensuring a positive experience
· Monitor the shared service inbox and respond to enquiries in a professional manner and where necessary refer them to the appropriate service area
· To provide a prompt, high quality client focused administration service including correspondence, booking of appointments and event/activity organisation
· Use the till and card machine to deal with the sale of products and handling donations
· Manage contracts with suppliers and orders of office equipment

· To ensure information is produced in appropriate accessible formats in line with client need
· Assist with basic finance admin

· Assist in the distribution of the quarterly newsletter

· Assist with routine correspondence, including sending information to newly registered clients
· Distribution of incoming mail
· Any other duties deemed necessary to fulfil the role

2.) Monitoring and Recording

· Keep a record of client interactions on Charity Log to assist with impact and outcome monitoring for internal reports and external funding applications
· Produce data for reports
· Maintain and update the database with client information ensuring compliance with information governance regulations
3.) Training and Development

· Engage in visual awareness training
· Undertake training in the use of Charity Log CRM
· Participate in ongoing training to meet requirements of the role and service development
· Willingness to undertake training to assist with Transcription Service
Person Specification
	
	Essential
	Desirable

	Qualifications 
	
	

	GCSE Grade A-C English and Maths or equivalent
	√
	

	Skills and knowledge 
	
	

	Excellent communication skills, adaptable to a range of audiences, including volunteers, service users and staff 
	√
	

	Ability to work in a person-centred way, focussed on the needs of the individual
	√
	

	Good IT skills including Microsoft Office
	√
	

	Able to work alone using self-motivation but also to work effectively as part of a team 
	√
	

	Willingness to undertake training pertinent to the role
	√
	

	Committed to working to agreed standards and best practices in all aspect of the role 
	√
	

	Experience in basic administrative tasks 
	√
	

	Ability to demonstrate an awareness of the needs of people living with a disability, in particular those with a visual impairment 
	√
	

	Values  
	
	

	A demonstrable commitment to the development of skills and knowledge to benefit blind and partially sighted people
	√
	

	Commitment to equality and diversity and anti-discriminatory practice 
	√
	

	Commitment to excellent customer service
	√
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