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Job Description 

Support Assistant


Job Purpose: 

To assist the Community Outreach Activities Worker with the smooth running of the service, interacting with clients, families and professionals.

Duties and Responsibilities: 

Administrative 
· Meeting & Casework Support 
· Form Filling & Note Taking: Accompany the Outreach Worker on visits to complete physical or digital forms. You will take accurate, real-time notes during meetings and assessments as directed.
· System Management: Assist the Outreach Worker with logging into internal systems, navigating software, and accurately inputting client information into the database.
· Referrals & Follow-ups: Under the Outreach Worker’s instruction, process referrals to external agencies and ensure all "follow-up" actions (e.g., booking a return visit or ordering equipment) are completed and tracked.

Activity & Trip Coordination
· Group Support: Help run social activities and educational workshops for the over-65s, assisting with registration and attendee needs.
· Excursions: Provide physical and logistical support during group trips, ensuring all participants (including the Outreach Worker) can navigate the outing safely and enjoyably.
· Event Logistics: Assist with the transport and set-up of equipment, banners, and resources for public seminars and activities.




Person Specification
· Excellent Administrative Skills
· Strong Organisational and Interpersonal Skills
· Ability to plan and prioritise workload.
· Competent record keeping skills - accurate data entry.
· Excellent verbal and written skills
· Excellent Communication Skills - ability to convey information clearly to a visually impaired colleague and a diverse range of clients.
· Active Observation - The ability to describe a client’s living conditions or non-verbal cues to the Outreach Worker discreetly.
· Enthusiasm - a positive, "can-do" attitude is essential to motivate clients and represent Merton Vision’s vibrant community.
· High Empathy - you will be working with people who may be grieving their sight loss; you must be patient, kind, and emotionally supportive.
· IT Skills - comfortable with databases, email, and assisting with login/access issues.
· Sighted Guiding: Act as a professional sighted guide in various environments, ensuring the Outreach Worker can navigate client homes and public venues with confidence.
· Good telephone manner and ability to relate to people.
· Excellent timekeeping.


Essential
· Experience and proficient using Microsoft Office suite, Word, Excel, Powerpoint, Microsoft Teams. 

Desirable 
· Knowledge of the impact of visual impairment. 
· a full, clean UK driving license and be comfortable navigating Merton's roads.
	
Special requirements
· This post is subject to an enhanced DBS check.
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