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Job Description

Job Title
Personal Assistant(s)
Hours

14 hours – Sunday and Tuesday shifts available
You may apply for more than one post if you are looking for multiple days
Rates of Pay
£8.35 per hour 
Location
Heaton
Purpose of Job

I am 26 years’ old and as I have spinal muscular atrophy, I need 24 hour assistance with most aspects of daily living.  I live independently with my wife and our son.  I am also due to begin employment with the support of my personal assistants in the near future. 

As my Personal Assistant, it is important that you respect my role as your employer and be able and willing to work under my direction.  Your job will be to provide the physical assistance I need to enable me to be as fully independent as possible.  As my assistant, you must be extremely reliable and be able to work flexible hours (sometimes at short notice). 

You must be willing to learn about your role as my assistant, be able to respect my privacy and dignity and have an understanding of my independence.  I will require support to access social and leisure activities, assistance with personal care tasks, mobility and transfers.  You must be able to maintain confidentiality at all times, in all areas of your work.  You do not have to be physically strong to do the job well, but good general health is important.

Independence and Discreet Assistance

Part of enabling my independence is to at times provide Discreet Assistance. 

Discreet Assistance is an independent living technique whereby PAs remain in the background of a disabled person’s life and only interact when their assistance is required.

Some of your time will be spent waiting for me to request your assistance.  During that time, you will need to be able to fade into the background and occupy yourself.  The job is best suited to those that are comfortable with spending time alone as well as being confident enough to interact with myself and others when required.

I am happy for you to pursue any quiet activity during your ‘waiting’ time with current staff using the time to study, read or write, amongst other things.  This will be of particular importance whilst in the family home, allowing myself along with my wife and son to enjoy quality time together as any would do. 
It is also going to be important to give Discreet Assistance at my future workplace and when I am socialising with friends.  This could include sitting in another room at work during breaks or another table at the same café until your assistance is requested.
I request Discreet Assistance as your role is to assist me with what non-disabled people would do alone when PAs fade into the background this simulates the same independence a non-disabled person has, allows me personal space and to develop relationships as an individual. 

Practicing Discreet Assistance can be challenging and is something that will take time to grasp exactly how I wish for it to be utilised.  This will be discussed in the early stages of employment to ensure this can be successfully achieved.
It is important to remember that providing Discreet Assistance allows me to live the most autonomous life possible, and I truly value that my PAs enable me to live my life as I wish.

At all times you must be able to quickly respond when I request assistance.

Supervision
As my Personal Assistant you will be directed by and be accountable to me in all aspects of your work.  You should also ask what my needs are and listen to my directions and requests.  All personnel issues will be negotiated through me.
Main Duties

As my needs will vary it is important that the Personal Assistant is flexible about what the task involves and agrees to undertake other reasonable personal assistance that I require.

Assistance with Parenting tasks

In early 2016 my wife and I welcomed our first child into the world, as a result, some of your role will be to assist me with child care tasks.  While your job will be to assist me in my parental role, you will be expected to respect my decisions and follow my direction when supporting me with my child. 
Personal Assistance

· Assist me to get in and out of bed.
· You will check my ventilator, which I have been using overnight and switch it off.

· You will then assist me with washing, toileting and dressing.
· Assistance with all transfers using a hoist.
· You will assist me into my wheelchair.

Domestic Tasks
· You will help me to prepare my meals and drinks and support me with feeding if required.

· Making and changing my bed.

· Domestic duties including, washing, ironing and general housework. 

· Assistance with shopping.

· Assistance with household management such as paying bills, making phone calls etc. 

Social Activities and additional needs
· You will be required to drive my adapted manual vehicle.

· You will assist me getting in and out of the vehicle.

· We will go to places of my choice including going with me to see Newcastle United play as well as the Newcastle Eagles.
· Assist me at wheelchair football tournaments or activities.

· Assist me with a variety of activities relating to my work.

Driving

As my main mode of transport, my car allows me to access various activities as well complete different household chores.  It is essential that my employees are comfortable driving my large wheelchair accessible vehicle.  Nervousness or apprehension can have a detrimental effect on the performance of the driver and therefore would make it difficult for this part of the role to be successfully fulfilled. 
Training

There are no formal qualifications needed to do this job.  For the most part of the tasks and assistance involved can be learned through the Personal Assistant and me working together.  I am the person best qualified to know what my needs are and how they are best met.

Where it is required, such as in Health and Safety matters, practical training and guidance will be arranged and the personal assistant will be expected to attend.

There will be a probationary period of 4 weeks.  At the end of this period I will meet with you to review the position.  If your performance is satisfactory and we are both are happy with the situation, your continued employment will be confirmed.

The Probationary period can be extended at my discretion.  During the first 4 weeks of the Probationary Period, I may terminate your employment by giving one week’s notice.  During the remainder of the Probationary Period, either party can terminate employment by giving one week’s notice.  These posts are subject to satisfactory Enhanced DBS checks and references, which will be taken up only if you are offered a post. 
Additional Criteria 

· To be able to work as part of a team of Personal Assistants who work a combination of mornings, afternoons and evenings throughout the week, either in my home or accompanying me out in the community.
· Be mindful of your dress.  The job entails a variety of roles however your appearance is ultimately a reflection on me as well as yourself.  At times a smarter dress code may be required with prior notice given.  
· Be reliable, as it is vital that you are able to arrive for your shift promptly and inform me if you are unable to work for any reason so that I can arrange cover.

· Be patient and provide a calm and consistent approach.

· Be open-minded and be able to see things from other peoples’ perspectives and to work in a variety of situations and environments.
· Take great pride in your own work, which will include good timekeeping and perseverance.
· Be self-motivated and have the ability to take a proactive role when required.

· Have a sense of humour and a mature attitude to your work; with the ability to maintain individuality whilst following appropriate care routines.

· I spend a lot of my time in the company of my assistants; therefore it is vital you are able to maintain a cheerful demeanour, even when tired or fed up!

· You must be comfortable around dogs and my two cats.
· Be able to commit yourself to at least one month’s notice before leaving the job, except in extreme circumstances.

· It is vital that you do not make assumptions about how to care for my child and ensure that you are following mine and my wife’s child care decisions at all times.
Person Specification

	Criteria
	

	
	Essential
	Desirable

	Education

	GCSE or equivalent in English and Maths
	X
	

	Key Knowledge and Abilities

	Excellent verbal communication skills
	X
	

	Ability to maintain a positive, polite demeanour 
	X
	

	Ability to maintain confidentiality and respect my privacy
	X
	

	Flexible and adaptable working attitude
	X
	

	Willing to work under my direction but also use your initiative 
	X
	

	Ability to follow instructions and a routine
	X
	

	Be reliable, arrive for your shift on time and give reasonable notice if you are unable to work 
	X
	

	Have good general health, you do not need to be physically strong but the role is physically demanding at times
	X
	

	Ability to take a step back and provide Discreet Assistance, spending periods of time in the background 
	X
	

	Ability to assist with personal care without embarrassment
	X
	

	Key Qualities and Experience

	Respect my role as your employer and a positive attitude about disability
	X
	

	Be patient, open-minded, empathetic and professional
	X
	

	Experience of remaining calm under pressure
	X
	

	Experience and confidence in preparing main meals and carrying out household tasks
	X
	

	Experience of driving larger sized vehicles 
	
	X

	Experience of working in a busy environment
	
	X

	Experience of being in the company of young children
	
	X

	Previous experience of working long, multiple or night shifts
	
	X

	Knowledge of / or able to learn the basics of The Social Model of Disability
	
	X

	Clean driving licence 
	
	X

	Willing to assist employer with occasional short breaks/weekends away
	X
	

	Have a general interest in sport
	
	X


Application Form

for the job of Personal Assistant 

Personal Details

Full name:

Address:

Postcode:

Telephone number:
(Work)





(Home)

Email address:

Date of birth:

Are you?


( Male
( Female

Do you hold a current full British driving licence?
( Yes
( No

If yes, for how long?

Do you have your own transport?



( Yes
( No

Can you drive a manual vehicle?



( Yes
( No

Has your driving licence ever been endorsed?

( Yes
( No

If yes, please give brief details:

Where did you see this vacancy advertised?

Employment, education and training

Have you worked as a Personal Assistant before?
( Yes
( No

If yes, please tell me the employer’s name and address:

Please tell me briefly about your current occupation (paid or unpaid):

Please tell me briefly about your previous occupation (paid or unpaid):

	Date


	Employer
	Position
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


(Please continue this information on a separate sheet if necessary)

Please give details of any education/training:

Experience and further information

What skills and qualities do you think you would need to be a Personal Assistant?

What skills and experience do you have relevant to this post

(Include any voluntary work or unpaid experience)?

Please tell me briefly, why you want to work as a Personal Assistant?

The shift each day is 14 hours.  I have 2 shifts available.  Please indicate which shift or shifts that you are most interested in:

Sunday



(
Tuesday



(
Could you work extra hours at short notice?

(
Yes

(
No

I need assistance with very intimate tasks such as toileting, washing, dressing and eating.  Would you be embarrassed? 

(
Yes

(
No

I may need assistance with form filling, paying bills and shopping.  Are you able to?

Read




(
Yes

(
No

Write




(
Yes

(
No

Do simple arithmetic

(
Yes

(
No

Would you be prepared to work in a house where smoking is not permitted?



(
Yes

(
No

Please tell me if there are any Personal Assistance tasks that you couldn’t perform, either for religious, cultural or medical reasons or just because you wouldn’t want to.

Please tell me if you have any medical or mental health problem(s), which may affect your work as a Personal Assistant in any way.

When would you be able to start work?

Rehabilitation of Offenders Act 1974

Because of the nature of the work for which you are applying, this post is exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders Act 1974 (Exemptions Order 1975).  Applicants are not entitled therefore to withhold information about convictions which, for other purposes, are 'spent' under the provisions of the Act unless those cautions or convictions are subject to the DBS filtering process.  Any information given will be completely confidential.

Have you had any criminal convictions that are not subject to filtering?


(
Yes

(
No

If yes, please give full details: (Use a separate sheet if necessary).

References

Please provide the names and addresses of two people that we can ask for a reference about you and your suitability for this post.  One should be a current or most recent employer if you have one.  They SHOULD NOT be a friend or member of your close family. 

Name:

Address:

Telephone number:

How does this person know you?

Name:

Address:

Telephone number:

How does this person know you?

Can these references be taken up before interview?


(
Yes

(
No

Declaration

I confirm that, to the best of my knowledge, the information on this form is accurate and that I have not omitted any facts, which may have any bearing on my application.  If I am employed and it later becomes apparent that the information is not accurate, I will be dismissed.

Signature 






Date 




Please do not send any other information, photos, CVs or essays with this application form, as we will not be able to consider them.

Please return this form by 7th July 2017.

Ideally, please return the form by email to:

directpayments@disabilitynorth.org.uk 
If you are unable to email the application form back to us for any reason please return a paper version by post to:

DBL/DP/005/17
Direct Payments

Disability North

Castle Farm Road

Gosforth

Newcastle upon Tyne

NE3 1PH

Please note that if returning the form by post, a standard first or second class stamp is unlikely to be sufficient postage, you will almost certainly need to use a ‘large item’ stamp.

CONFIDENTIAL
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