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BEACON 

Wolverhampton Road East, Sedgley, WV4 6AZ 

Job Title: Business Administrator 

Salary: £19k  

Responsible to: Registered Care Manager  

Location: Beacon Centre and across the charities geographic operating footprint 

Hours of Work: 37.5 hours per week. Flexible working will be required 

Overview 

Beacon was established in 1875 with its charitable aim : To promote the relief of visually impaired persons 

 

Working with its stakeholders, Beacon has developed Ambition 2025 as its long term Vision, the strategic objectives 

are: 

1. Ensure core products and services stay relevant and respond to changing needs and demands. 

2. Maximise the opportunities afforded by technology developments. 

3. Grow the business in terms of turnover, products and services and operating area. 

4. Resilience and strengthen the income base. 

5. Raise the profile of the issue (sight loss) and its impact on society. 

 

With the Operations Directorate, you will be responsible for administrating and supporting the Directorate in 

achieving The Ambition 2025 Vision. As a member of the Administration team you will provide a comprehensive 

and responsive range of high quality and efficient administrative and clerical support to Domiciliary, ExtraCare and 

Health & Wellbeing Team. 

 

You will be required to be proficient in using appropriate software packages. This will include recording and updating 

records held on bespoke IT systems and other databases relating to Care and Health & Wellbeing services. 

 

At all times, the post holder will be expected to use discretion, sensitivity and deal with information in a confidential 

and professional manner 

Main responsibilities of the role 

1. Work as part of a team supporting good communication links between the team members and other 

professionals 

2. Make and receive telephone calls, to or from customers, relatives and staff, undertaking appropriate action 

within defined parameters of the role, otherwise recording all relevant messages and passing clear 

information to the intended recipient. 
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Experience and Knowledge 

1. A motivated self starter  

2. Demonstrable experience in an administrative role  

3. Experience of communicating with all levels of staff and the public  

4. Experience of dealing with confidential, sensitive data,  appropriate maintenance and storage of records 

5. Experience of producing written reports and spreadsheets, and developing databases 

 

Performance Management 

3. On call duties as rostered during evenings & weekends, allocating carer and medical professionals as 

appropriate.   

4. Maintain professional conduct when dealing with customers, relatives and staff 

5. Maintain records within current and future IT systems in accordance with policies and procedures  

6. Provide a high quality administrative support to the team, be able to prioritise workload and work to tight 

timescales in a busy working environment 

7. Maintain accurate filing systems, diaries (manual and electronic) and other information systems as required 

8. Undertake routine, non-routine and complex tasks whilst maintaining a high standard of accuracy and 

professionalism 

9. Be required to maintain accurate and robust systems of administration, such as preparing documentation 

for meetings, arranging meetings, receiving and issuing of correspondence and mail 

10. Be responsible for developing administration procedures for own work area ensuring a safe system of work 

using appropriate processes 

11. Ensure that the principles of Information Governance including Data Protection/GDPR and Confidentiality 

are followed at all times 

12. Comply with all mandatory training and actively participate in staff meetings and any Directorate 

development processes. 

13. Develop and implement systems and if necessary propose changes to ways of working that will enhance 

their support to the Managers and Directorate staff looking to improve and share new systems with 

colleagues 

14. Attend and participate in staff meetings 

15. Provide additional cover in the event of absence or to meet additional demands or other circumstances 

where a service need is created 

16. Assist with analysis, collation and provision of statistical data as requested 

17. Participate in the provision of information for audit purposes when requested, such as data collection, 

producing audit outcomes and reports as directed by the management team 

18. Liaise and support the organisation and coordination of services 

19. Support the coordination and dissemination of resources  

20. To act as an ambassador for the department and promote services 

21. Any other duties as deemed appropriate by senior staff 
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In line with the current staff appraisal process, you will agree in consultation with your line manager, a set of 

business objectives and a Personal Development Plan.  

 

Person Specification: Business Administrator 

Category Essential Criteria Desirable Criteria  

Experience   Demonstrable experience 
in an administrative role 

 Experience of 

communicating with all 

levels of staff and the public 

 Experience of dealing with 

confidential, sensitive data,  
appropriate maintenance 

and storage of records 

 Experience of producing 

written reports and 

spreadsheets, and 

developing databases 

 Will have the ability to use 
Microsoft Office and 

bespoke IT systems 

 Excellent oral and written 

communication skills 

 Ability to work under 

pressure in a busy 

environment 

 Strong organisational 

abilities 

 Ability to work alone and 

as part of a team 

 Ability to manage own 
workload and show 

initiative in managing 

priorities 

 Must have a flexible 

approach to working 

 Experience of working in a 
customer focused 

environment 

 Experience of working in a 

Care and Support 

environment or other 

healthcare related 

administration 

Qualifications  NVQ Level 3 or equivalent 

qualification and/or 

experience in Business 

Administration 

 Willingness to complete 

training for continued 

professional development 

 NVQ Level 4 or Certificate 

of Higher Education in 

Administration/Business 

Management 

Aptitudes & abilities  Commitment to the  

standards and values set 

 Experience of working with 

services that specialise in 
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within our mission 

statement which includes 

anti discriminatory practice 

and commitment to our 

diverse staff and customer 

base 

 Enthusiasm to work with 

people who have VI to 

encourage learning and 
independence 

 Possession of a valid driving 

licence, own transport and 

prepared to use and insure 

this for work purposes 

 Ability to work flexibly 

with minimal supervision 

care for clients with visual 

impairments, learning 

difficulties and/or other 

disabilities. 

 Experience, knowledge or 

understanding of Care 

services 

 Experience of working in a 
customer facing role 

 Knowledge of the Care Act 

2014 

Health and circumstances   Able to meet the demands 
of the work required 

 Able to meet an enhanced 

DBS check  

 Able to work effectively 
from office or remotely  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


