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An Independent Charity providing services,
Information and support to residents of Merton with a visual impairment

_________________________________________________________________
Job Description 

Support Assistant


Job Purpose: 

Basic objectives of post
MertonVision is seeking a reliable, proactive and highly organised Support Worker to assist the Volunteer Services Manager, who is visually impaired.

This is a professional support role (not personal care). The postholder will enable the Manager to perform their duties effectively by providing sighted guidance, administrative assistance, CRM data support, and document formatting.

The role is essential to ensuring safe community engagement, accurate volunteer data management, and the effective delivery of volunteer services.

Duties and responsibilities

1. Sighted Guiding & Community Support 
•	Provide continuous sighted guiding during visits and meetings in the community.
•	Assist with travel, navigating unfamiliar environments, and reading signage.
•	Support safe movement in busy public and event spaces.
•	Assist with identifying individuals, paperwork, and venue layouts.
•	Ensure safety and professional presence at external meetings and events.

2. Administrative & CRM Support.
•	Input volunteer and client data into CRM systems.
•	Upload attachments and maintain accurate records.
•	Process paper-based forms (read aloud and input into systems).
•	Export CRM data and reformat into accessible Excel sheets.
•	Assist in managing admin backlog.

3. Document & Presentation Support
•	Create and format PowerPoint presentations from structured notes.
•	Build accessible slide decks.
•	Format documents to professional standard.
•	Assist with Excel data cleaning and reformatting.

4. Ad-Hoc Event Support (Occasional Evenings/Quarterly)
•	Provide sighted guidance at community events.
•	Support at volunteer awards evenings.
•	Assist with outreach and recruitment events.
•	Help prepare accessible presentation materials.

What This Role Is Not
•	No personal care.
•	No therapeutic or medical duties.
•	No independent casework responsibility.

This is a professional enabling support role within a charity setting.

Person Specification
Essential:
•	Confident providing sighted guiding (training can be provided).
•	Strong IT skills (Microsoft 365, Word, Excel, PowerPoint).
•	Comfortable learning and using CRM systems.
•	High attention to detail.
•	Professional communication skills.
•	Reliable, punctual, and discreet.
•	Comfortable working in community environments.
Desirable:
•	Experience supporting a visually impaired professional.
•	Knowledge of accessibility and inclusive practice.
•	Charity or volunteer sector experience.
•	Data management experience.
Personal Qualities:
•	Calm under pressure.
•	Highly organised.
•	Adaptable.
•	Clear communicator.
•	Respectful of confidentiality.
•	Able to take direction while working independently.
Training Provided:
•	Sighted guiding training.
•	Orientation to MertonVision premises.
•	CRM system overview.
•	Accessibility awareness.
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