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Service Support Intern

Join us at Sight Concern Bedfordshire
Thomas Pocklington Trust (TPT) and RNIB are collaborating with organisations from both the sight loss and wider charity sector as well as corporate organisations to create new opportunities for blind and partially sighted people to find employment through the Get Set Progress (GSP) Internship programme. Sight Concern Bedfordshire is delighted to be offering an internship as part of the Get Set Progress scheme.

Our mission at Sight Concern is to be with you on your sight loss journey, supporting people living with sight loss in Bedfordshire. We support our beneficiaries to gain independence enabling them to live well with sight loss and empowering them to achieve their individual goals. We raise awareness of sight loss prevention and champion social inclusion.


Our Values
Our Values:
Sight Concern’s values are encompassed in the following ‘SPIRIT’
· Specialist knowledge – of sensory loss and its impact on daily living
· Professionalism – quality and care in all the services we provide
· Inclusivity – equality and accessibility for all
· Relationships - collaborative partnerships with stakeholders and organisations
· Integrity – in service provision and practice
· Transparency – ensuring best practice in all we do
[bookmark: _Hlk147823598]
What are the benefits of a Get Set Progress internship for me?
[bookmark: _Hlk147240759]As part of your 9-month internship, you will be part of a large cohort of fellow interns and gain the following:
Obtain valuable work experience within the charity sector
Technology support (Including Microsoft Office) and upskilling opportunities 
Online and in-person Training and development opportunities
Opportunity to present and network with Senior leaders within the Sight Loss Sector 
Opportunities to build relationships with fellow interns 
A personal mentor offering support, advice and guidance throughout your internship
[bookmark: _Hlk147240603]Help deliver positive changes for people with sight loss
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As part of the GSP Internship programme, you will also be enrolled on the TPT Works For Me Employment Programme, where you will gain bespoke employment support, guidance and advice from the TPT Employment Team, some of the skills that you will receive support and guidance around include:
CV writing 
Job searching
Cover letter and speculative letter writing
Application form writing
· Interview techniques 
[bookmark: _Hlk147140740]




Job description

Role: Service Support Intern 
Reporting to: Lisa Drummond
Location: Hybrid – Office based with some home working
Salary: Based on the Real Living Wage 
Contract type: Fixed Term, 9 month contract, Part time, 20 hours per week
                          

[bookmark: _Hlk147143913]Job Specification Information

Job purpose: Overview of the role:

To provide support to the delivery and effective realisation of Sight Concern’s Services.


Key areas of responsibility:

· Support Volunteer Manager and Operations Manager to deliver sight loss services.
· Support the delivery of volunteer led services, including managing waiting lists and allocating spaces at social clubs.
· Support the administration of the Low Vision service including clinic bookings, follow up and stock coordination.
· Support Operations Manager in meeting Strategic Objective – Increase Charity Profile.
· Maintain effective and appropriate data-base records for all clients contacted – including demographic information and consent;
· Work as member of SCB staff team to support visitors to SCB and respond to telephone enquiries, including from service users.







[bookmark: _Hlk147832260]Personal specification - Essential criteria:

This post has a Genuine Occupational Requirement that the successful applicant be a person who is blind or partially sighted, in line with The Equality Act 2010
· Willingness to travel to the TPT Hub in London for intern development events throughout the course of the internship programme (costs covered by TPT).
· Having not previously undertaken the Get Set Progress internship programme.

· Passionate about Making a Difference: Shows genuine enthusiasm and commitment to improving the lives of blind and partially sighted individuals, aligning with the mission and values of Sight Concern
· Adaptable and willing to work flexibly as required by the demands of the role and the charities activities
· Capable of managing multiple tasks efficiently, prioritising workload effectively, and meeting deadlines in a fast-paced but extremely supportive environment.
· Demonstrate effective communication skills, able to provide and receive feedback positively, and works well as part of a team to achieve common goals.
· Meticulous in handling administrative tasks, ensuring accuracy and completeness in all aspects of workable to work on their own initiative and liaise with their manager as and when required;
· Able to respond to callers and visitors in a manner which is both professional and friendly at the same time.
· Disclosure and Barring Service (DBS) check due to the nature of the role and responsibilities involved.



[bookmark: _Hlk147143609]What to do next
To apply, please send your CV and a cover letter to office@sightconcern.org.uk. In your cover letter, please tell us why you’re interested in working with Sight Concern and how your skills match the role description.

Closing date
23/07 by 17:00 
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