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Overview of the role

Access Assistants, also known as Support Workers in some Organisations, support
members of staff with disabilities to be able to fulfil their roles. Due to the nature of
our Organisation, most Access Assistants are recruited to support members of staff with
visual impairments. The important thing about the Access Assistant role is that it is to
support the member of staff to be able to fulfil their role, it is not to do the role for
the member of staff.

A close and trusting working relationship is extremely important between an Access
Assistant and the employee they are supporting, as well as a person-centred approach,
communication skills, flexibility and understanding. A clear understanding and respect
for the boundaries of the role is critical in allowing this close working relationship to be
successful; supporting the individual to fulfil their role themself without doing it for
them.

Please refer to the job description, attached to the job advert for details of the Access
Assistant role in general, as well as the person specification criteria required for the
position. This is the detail to address within an application for this role as this is what
will be reviewed as part of the shortlisting exercise.

This specific Access Assistant position is to support a member of staff that is a
Customer Experience Officer within the Operational Excellence Team. Specific tasks for
the role will include;

e In-person support once or twice a week locally in Stevenage involving tasks such as
providing sighted guidance to navigate unfamiliar environments, helping with access
to systems on a laptop, or describing the layout of rooms at events.

e Assisting with a variety of administrative tasks, including document formatting,
PowerPoint presentations, and note-taking.

e Helping with travel arrangements as and when required, including collecting the
employee from home and going to train station or providing a lift from their home
to various Guide Dogs sites via car.

e Helping with the care of the employee’s Guide Dog, such as exercise.

The ideal candidate for this Access Assistant role will demonstrate the following
criteria, in addition to those specified within the job description.;

A full, clean driving license and access to a vehicle.

Someone who likes dogs!

Someone who is personable and gets on with our member of staff.

Computer literate and able to/interested in learning to use new pieces of software.
Flexibility to adapt to changing tasks and demands.

Benefits we offer our employees

We believe that wellbeing at work is about creating an environment to promote a state
of contentment which allows all employees to flourish and achieve their full potential
for the benefit of themselves and for Guide Dogs. As a member of staff, we offer you a
wide range of benefits to suit your individual needs:



26 days holiday plus Bank holidays (rising to 28 days after 3 years’ service).

Defined Contribution Personal Pension Plan - New employees, who meet the
eligibility criteria, will be automatically enrolled into the DC Plan upon their third
month of employment. The pension contribution level for automatic enrolment is 3%
employee and 5% employer. However, once you are a member you may wish to
increase your level of pension contribution and Guide Dogs will match your
contribution plus 2%, up to a maximum of 9%.

A choice of Flexible Benefits - An amount equivalent to 3% of salary is given to
employees to purchase benefits though an on-line portal. There are a range of
options to suit personal circumstances and preferences. These include: Gym
Membership, Travel Insurance, Healthcare and Hospital Treatment Plan, Dental
Insurance, Additional Life Assurance, Health Screening, buying and selling annual
leave (up to 3 days), Cashback to salary (up to 2% of salary equivalent).

Discounts and Cashback Scheme - Access to discounts on goods and retail vouchers
and cashback on purchases for supermarkets, clothing, electrical goods, travel,
eating out, insurance and much more.

Employee Assistance Programme - A free-phone confidential helpline to provide
unlimited access to advice, information and face to face counselling support, where
appropriate.

Occupational Sick pay - Enhanced above the statutory minimum, after probation.

Occupational Maternity, Paternity and Adoption pay - Enhanced above the statutory
minimum.

Life Assurance - A core benefit of 4 times salary.

Childcare Vouchers - Enabling National Insurance savings to be made on child care
costs.

Eye Care Vouchers - Free eyes tests and, if needed specifically for VDU work, a
contribution towards glasses.

Dogalogue 10% Discount - All employees are entitled to a 10 percent discount on
orders from the Guide Dogs charity catalogue



Standard Recruitment Process

Application

Due to the nature of the work Guide Dogs does, the individuals we support can be
children, young people or vulnerable adults. In order to ensure we protect them to the
best of our ability; we follow Safer Recruitment practices. This is the same recruitment
practice used by schools.

A requirement of this practice is that we only accept completed application forms for
candidates wishing to be considered for a role. The application form can be completed
online via our job board.

Application forms should be used to clearly highlight how your skills and experience
meet the requirements for the role. These are laid out within the person specification
of the role description within this document. When addressing each criteria, ensure you
use specific examples to evidence the specific skill or experience you are referring to.

Shortlisting & Assessment

Applications will be reviewed by the recruiting manager as they come in. This will
initially be a longlist against the essential criteria for the role. The applications that
make it through the longlist, will then be reviewed in more detail against all the
criteria (essential & desirable) to identify the highest scoring applications that will be
shortlisted for invitation to interview.

Guide Dogs are a Disability Confident Employer. This means that any applicant that has
declared a disability, and meets the essential criteria, will be offered an invite to
interview. This will be irrelevant of how they rank in the shortlisting.

Once shortlisting is complete, all applicants will receive communication from Guide
Dogs, usually by email, to advise of the outcome of their application.

All roles will involve a face to face interview, in person or virtually; however, some
may be proceeded by a telephone interview. Some roles will involve other assessment
exercises as well. The assessment process followed varies role by role. The assessment
exercises used are tailored to be able to find the most suitable candidate for the job
role. They are also designed to give applicants more insight into the role requirements
to ensure they have realistic expectations of the position and that it is suitable for
them as well.

Dependant on the reasons behind the assessment process design, shortlisted candidates
may complete all exercises before being informed of an outcome, or they may be
reviewed after each stage and only some individuals progress to the next exercise.

As with the long and shortlisting exercise, all applicants will receive communication
from Guide Dogs, usually by email, to advise of the outcome of their assessment.

Job Offer

Once all assessments have been completed, results for all applicants in consideration
will be reviewed by the recruitment panel and a decision will be made about the most



suitable person for the role. If successful, the recruiting manager will be in contact to
congratulate you and discuss the offer details. Once accepted, pre-employment checks
will be carried out, including a full 5-year professional reference history and a
disclosure check if applicable for the role.

Onboarding

The successful candidate will be provided with an official offer letter, and their terms
of employment for review, signing and return. This will be subject to all pre-
employment checks being completed, returned and deemed satisfactory.

Once a signed contract has been returned, the successful candidate will be advised
further of their onboarding process and start date if this was not included in the
contract.

Feedback

All candidates are welcome to request feedback on their application or
interview/assessment. To do so, please use the contact details below, specifying the
role to which the request relates.

If there is a large volume of candidates, feedback on application may take us a while to
provide, especially if the recruitment process is ongoing.

To support career development, candidates that have declared a disability, or are
internal, will be contacted by the recruiting manager to offer the provision of
feedback. Please advise if you would like this, and in what format would be most
helpful.

Recruitment adjustments

At any stage in the recruitment process, if you any recruitment adjustments please
contact the recruiting manager, or the People Service Centre on the details below, and
this can be discussed in more detail to identify the most suitable way to support you.

Contact Details

People Service Centre

Phone - 01189838837 ext.3 for the Recruitment Team, or ext. 1 for general enquiries.
Email - peopleservicecentre@guidedogs.org.uk.

To enable us to help you as efficiently as possible, please include the vacancy ID
number, job title & location in your communication.

End of document.
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