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JOB DESCRIPTION

	Job Title:
	Referrals Coordinator 

	Location:
	Main base - My Sight Head Office, 26 – 28 Heathcoat Street, Nottingham NG1 3AA. May be required to work in other locations.

	Hours:
	7.5 per week

	Line Manager:
	Services Manager



Job Purpose
The Referrals Coordinator will receive and assess all referrals into My Sight Notts via ECLO, external agencies, internal staff and self-referrals. They will identify the needs of individuals through assessments and internally refer to a case worker Sight Loss Advisor, enabling individuals to feel empowered and able to adapt, make informed choices, lead independent lives and cope with the physical and emotional demands of living with sight loss. 

Duties
· To carry out robust assessments using the Sight Loss MOT, to determine the needs of clients, referring to the most appropriate sight loss advisor
· To provide a person-centred information, advice and guidance service to people with sight loss
· Contribute to case review meetings and report any safeguarding concerns to the Services Manager
· Signpost and refer those with sight loss to other external support, advice and guidance where needed
· Use monitoring systems to track activities, service user numbers and outcomes effectively
· Ensure appropriate administration systems are in place to support the role including filing systems, sharing of knowledge and good practice
· Support the Services Manager to establish and maintain relationships with statutory and voluntary sector organisations in order to coordinate service delivery, collaboration and increase our collective voice and influence
· Work with the Fundraising Team to ensure that information, client stories, quotes and case studies are collected to feed into funding proposals, reports and campaigns
· Provide additional support as required including supporting key organisational events, ensuring documents for staff and services users are available in accessible formats.
General
· Attend and participate in staff meetings and attend all training when required
· Attend supervision and appraisals ensuring that you have prepared for these when required
· Be familiar with all current and new My Sight Notts policies and procedures and understand your duty to comply and implement them when necessary
· Any other duties deemed appropriate by the Services Manager


Person Specification 

Essential:
· Strong interpersonal, empathetic and relationship-building skills
· Proven experience of supporting vulnerable adults
· Experience of supporting people with information, advice and guidance
· Highly organised, with the ability to manage multiple tasks and meet deadlines
· Proficient in using Microsoft Office and email
· Excellent verbal and written communication skills
· Creative and proactive approach to problem-solving

Desirable:
· Use of CRM systems or databases in a charity setting
· Understanding of the sight loss community and its needs

What We Offer
· The opportunity to make a real difference to people living with sight loss
· A supportive and friendly team environment
· Experience of developing person centred accessible working environments
· Employee Assistance Programme
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