[image: image1.jpg]<+ 4 l
Beacon

Making a visible difference
for people with sight loss





BEACON
Wolverhampton Road East, Sedgley, WV4 6AZ
	Job Title:
	Referral & Administration Manager

	Salary:
	£13.25 per hour

	Responsible to:
	Head of Systems and Infrastructure

	Location:
	Sedgley and some remote working

	Contract type:
	Permanent 

	Hours of Work:
	30 hours per week Monday to Friday


	Overview
Beacon Vision is committed to making a visible difference for people with sight loss. This is an ever greater challenge, with the predicted increase in those impacted by sight loss in the West Midlands set to rise to 350,000 by 2050. The needs and interests of those individuals are as diverse as any other group of people and Beacon Vision aim to enable them to explore, engage and enjoy as many opportunities as they wish to. 

Bigger, Bolder, Brighter, Beacon’s strategy, developed in collaboration with our trustees, staff, volunteers, beneficiaries and stakeholders was launched in 2025, our 150th anniversary. This role will contribute to all four strategic aims:

· Eye Health as a priority for all - Our communities understand the importance of eye health and take action for themselves and others.

· Accessible Health Pathways - Those impacted by sight loss and vision issues are able to easily navigate the health and care system and receive appropriate and beneficial support at every stage of their journey. 

· Inclusivity for all - Those impacted by sight loss and vision issues are able to access inclusive activities, employment, learning and services wherever they want.

· A system for our communities - There is an efficient, effective, resilient and collaborative system of organisations working together for the benefit of our communities. 



	Main Responsibilities

Leadership and Team Management:
· Lead the Referrals Team, ensuring efficient operation, contractual and funding obligations and high standards of service.

· Develop team members through coaching, training, and performance management.

Conferencing Management:
· Promote and sell conference room packages, managing all aspects from client engagement to final execution.

· Ensure all logistics are managed smoothly, including space allocation and IT support.

Referral Process Oversight:
· Supervise the referral intake process and ensure timely and accurate handling of all cases.

· Enhance and maintain the referral tracking systems for maximum efficiency.

Organisational and System Administration:
· Maintain data for organisational systems such as Salesforce, Inventry and SharePoint. 
· Ensure data integrity and security across all platforms.

Administrative Tasks:
· Support organisational administration tasks during busy periods.

Health and Safety Compliance:
· Monitor and enforce Health & Safety procedures within the team and broader organisation.
Other

· Maintain high standards of confidentiality and integrity at all times.

· To complete other duties as reasonably can be required which are suitable to the role.




	Person Specification

Essential
· Proven experience in an administrative management role, preferably in the Sight Loss Sector. 
· Strong leadership skills with experience managing a team. 
· Expertise in Microsoft Office applications, particularly Excel and Outlook. 
· Experience with Telecomms, Salesforce, Careplanner, and SharePoint.
· Excellent organisational and communication skills. 
· Knowledge of Data Protection Act/GDPR and confidentiality practices. 
· Ability to work flexibly and adapt to changing priorities.
Desirable
· Experience working in the sight loss sector 
· Coordinating projects, specially IT 
· Level 4 or equivalent 
· Knowledge of Mental Health Projects 
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