May 2018

Dear Applicant
Thank you for your interest in the part-time manager of volunteer operations position with our charity.
This is an exciting time for the charity. Last year, trustees reviewed their strategy, and we are aiming for
rapid expansion over the next five years. We opened two new clinics in Leeds and Exeter in 2017 and this
year we launched our London domiciliary service.
Our plans include:
•
•
•
•
•

Starting with eight static clinics, we will be opening 14 new ones in cities across England.
We have launched our domiciliary service in London which is visiting hostels and day centres
thereby reaching more vulnerable people.
We want to partner with high street opticians enabling them to offer accessible eye care for
homeless people.
We have formed the Homeless Eye Health Alliance with four partner organisations to get changes
in NHS provision for people experiencing homelessness.
To address the gaps in provision we want to set up a mobile opticians’ bus which can travel to
areas of need.

We are a small charity, that has achieved a great deal, but we want to do much more to help people who
are experiencing homelessness with their eye care.
Attached to this letter you will find:
• A general description of our charity.
• Job description and person specification
Interviews will be in London in July. We would like our new optometrist to start on Wednesday 25th July.
To apply for the position, please send, by 9.00 am Thursday 21st June:
• Your CV
• An application statement on no more than one side of A4 addressing the criteria listed in the
person specification.
• Contact details for two referees indicating how they know you.
• Note where you saw the advert and the job reference if there was one.
Please send your application to info@vchp.org.uk asap.
I look forward to reading your application.
Yours sincerely

David Brown
General Manager

Vision Care for Homeless People – Charity Number 1118076
Crisis Skylight, 66 Commercial St, London, E1 6LT
020 3286 4186 info@vchp.org.uk www.vchp.org.uk

As part of your enquiry and recruitment process, Vision Care for Homeless People will collect and store your contact
details, resume and other relevant information you provide to us.
We will process this data for recruitment purposes only. It will not be shared outside the organisation, except when
we need to use sufficient information to obtain a reference or background check, such as a Disclosure and Barring
Service check.
If you go on to work with us, we will retain your data on file and it will be retained according to our Data Retention
policy. If you do not take up a position with us, we will delete your recruitment data after three years.
When handling your personal information, we will always abide by the principles of Data Protection laid down by
the Information Commissioner’s Office.
If you would like copies of our data policies, would like to access your data that we have collected, request us to
delete your data, correct any inaccuracies or restrict our processing of your data, please contact our Data Protection
Officer on info@vchp.org.uk or 02032864186.
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VISION CARE FOR HOMELESS PEOPLE (VCHP) provides eye care for vulnerable
people in an accessible, friendly environment where they feel safe and welcome.
Our Mission is to preserve and protect the vision of homeless and vulnerable
people in the UK who are unwilling or unable to access mainstream services
available through the NHS.
Life on the street is hard to imagine • Cold
• Hungry
• Abused
• Attacked
• Unwell
Add poor sight to this list and life can become almost unendurable. Restoring vision
enables many people to take the first steps to take control of their lives.
Our services
• Comprehensive eye examinations
• The provision of appropriate spectacles
• Referrals for further medical care when needed
Our History
Founded in September 2003, VCHP first started a clinic at Crisis Skylight in London
and obtained charity status in February 2007. We have expanded to eight clinics –
three in London, and one each in Birmingham, Manchester, Brighton, Leeds and
Exeter. We have recently launched a domiciliary service in London. Each of our
clinics is equipped to NHS standard and we hold NHS contracts for each location.
We have carried out nearly 14,000 eye examinations and dispensed thousands
of pairs of glasses.
Our Supporters
We pride ourselves on being a very lean charity with most of the spectacles, lenses,
glazing and diagnostic technology donated by the optical industry. Funding from
the NHS comes in the form of payments for some eye examinations and prescribing,
but due to the lifestyle of many of our users, they may not qualify for this state help.
Many of the optometrists, dispensing opticians and assistants volunteer their time.
Our volunteer trustees are extremely dedicated and engaged with the work of the
charity.
Our Trustee Board
As a registered charity we are governed by a board of trustees which includes
optometrists, a solicitor, business men with extensive experience in charity work with
homeless people and an optical public relations specialist.
The Board ensures that VCHP provides a professional service that complies with
General Optical Council, College of Optometrists and General Ophthalmic Services
guidelines and that the Charity is run on a sound financial and administrative basis.
The Board currently meets bi-monthly and has three sub committees – Finance,
Operations and Fundraising.
Our Plans
To benefit people of all ages and from all backgrounds who find themselves in
distressed circumstances. The charity is looking to expand to all major UK cities.
www.vchp.org.uk

Vision Care for Homeless People (Charity no: 1118076)
Vision Care for Homeless People is a charity set-up to provide eye-care services to
homeless and other vulnerable people in an accessible and friendly environment in
which they feel safe, welcome and comfortable.

JOB DECSRIPTION AND PERSON SPECIFICATION
Job Title:

Manager of Volunteer Operations

Date:

May 2018

London - Part-time
Version Control: VCHP Volunteer Operations Manager Role Description 0.5
SUMMARY
Our Manager of Volunteer Operations will manage volunteers and develop the recruitment, recognition and
resourcing of our volunteer teams. They will undertake the VCHP clinics operational improvement plan and ensure
clinics run effectively.
This position is offered as a part-time two year contract, working from home, two and a half days per week.
VCHP OBJECTIVES SOUGHT WITHIN THE ROLE
•

VOLUNTEER MANAGEMENT
o

•

Our many volunteers feel valued, develop their skills and experience, and make a
significant long term impact on all aspects of our work.

OPERATIONS
o

Our clinics are run with care, are effective and all procedures are consistently practiced.

OBJECTIVES
•

Maintain and improve the operations of the VCHP clinics by Branch Lead Teams and other
volunteers.

•

Lead on the recruitment, recognition and resourcing of our volunteer teams.

•

Develop a lay volunteer training regime.

•

Develop lead teams across all VCHP branches Recruit, train and mentor volunteers to undertake
co-ordination, NHS contract management, branch governance, clinic operations, community and
partner liaison, and local fundraising.

•

Develop the newly formed lead team which oversees our London branches and the recently
launched London mobile service.

•

Launch and lead a pan-London outreach service to visit hostels and day centres and bring more
homeless people into our static clinics. Develop partnerships to enhance outreach.

RESPONSIBILITIES
•

Engaging with volunteers and volunteer teams to develop and support them.

•

Operational management of clinics and clinic improvement.

•

Oversee and manage branch improvement cycle.

•

Develop and manage clinic outreach using volunteers.

•

To actively work with VCHP management to maintain, develop and improve the charity’s
services.

•

To perform any other reasonable tasks relating to the role.

JOB REQUIREMENTS
•

Will work from home using own computer and internet, with allowance for mobile phone.

•

Will need to travel to London clinics or meetings between once and twice a week.

•

Visits to other VCHP locations will be required around once a month.
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Job Location:

United Kingdom - London
Working from home

Company
Industry:

Charity

Salary:

Between £27,000 and £29,000
FTE

Manages
Others:

Yes

PERSON SPECIFICATION
SKILLS AND EXPERIENCE
•

excellent communication skills;

•

strong interpersonal skills and the ability to deal with a diverse range of people;

•

experience of managing or coordinating projects or volunteers (paid or unpaid);

•

capacity to inspire and motivate others;

•

ability to deal with information in a confidential manner and respond with sensitivity;

•

good organisational skills and the ability to manage a variety of tasks;

•

ability to maintain records and produce clear written and oral communications;

•

experience of working across different sectors and developing links with other agencies;

•

3 years broad work experience.

•

skilled with IT and on-line working

MOTIVATION AND DISPOSITION

Career Level:

•

Cares about people and treats people with respect.

•

An empathy with volunteers and an understanding of their needs;

•

Interested in helping the charity develop and grow

•

Creative and pro-active with can-do attitude

•

Comfortable working from home, managing own timetable and motivation.

•

A flexible and non-judgemental approach to people and work.
Graduate level or qualified by
experience

Years of
Experience:

3 years

Benefits: The charity pays 3% of qualifying earnings into a workplace pension.

VCHP Volunteer Operations Manager Role Description 0.5

Page 2 of 2

Year 1 FUNCTIONAL MODEL
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