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Job Description 

Title: 		Sight Support Advisor
Salary:		£27,694 FTE
Hours:  	28 hours over 4/5 days (between core working hours 9.30-3pm Mon – Fri)
Location:		York
Reporting to:	Senior Support Adviser 
 
Introduction
Thank you for your interest in the Sight Support Advisor position. We are pleased that you are considering joining MySight York, a hard-working local charity that provides a wide range of services to help people live well with sight loss.
Equipment and Information Centre
Our Equipment and Information Centre supports people with sight loss to maintain or regain their independence. We help individuals build confidence by developing their skills, knowledge and use of technology, supporting wellbeing, resilience and choice in an ever-changing social and digital landscape.
We are looking for someone who is friendly, approachable and able to create a positive experience for service users, their supporters, professionals and volunteers.

This job description and person Specification can be made available to you in large print, Grade 1 or 2 braille, on USB, CD or email. Please 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 contact unsuccessful applicants individually.
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.
If you have not heard from us by the interview date, please assume that your application has been unsuccessful on this occasion.  However, we would encourage you to apply for other suitable roles.

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 
Equipment and Information Centre  
· Welcome visitors in person, by telephone or email to ensure a positive person-centred experience 
· Respond to enquires in a professional manner and refer to appropriate service area   
· Work alongside all services offered by MySight York to deliver best practice 
· Provide a prompt, high-quality client focused service 
· Use up-to-date knowledge and skills to provide person-centred, holistic support, information and advice 
· Create content for regular MySight York newsletter  
· Develop working knowledge of the management of equipment, stock and sales and literature
· Engage in use of till
· Undertake weekly till reconciliation 
· Participate in annual stock take for Equipment and Information Centre
· Support the organisation and delivery of one-off events and celebrations 
· Any other duties deemed necessary to fulfil the role

Training and development 
· Undertake role-specific training to develop and maintain the knowledge and skills needed to support clients 
· Engage in visual awareness training
· Undertake training in the use of Charity Log CRM
· Develop working knowledge of the Eye Care Support Pathway and the role of the Eye Care Liaison Officer role      
· Develop awareness of information and services from local, regional and national sources relevant to sight loss 
· Observe each service area to understand the roles undertaken by colleagues 


Monitoring and recording 
· Ensure information is produced in appropriate accessible formats in line with client need
· Actively participate and comply with all policies, procedures and standards in line with MySight York working practice  
· Undertake training to develop working knowledge and use of the organisational database in line with GDPR and record keeping purposes
· Demonstrate outcomes creating case studies, reports and information as required by management team 


















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 commitment to the development of skills and knowledge to fulfil the role
	√
	

	Commitment to equality and diversity and anti-discriminatory practice 
	√
	

	Commitment to excellent customer service
	√
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