SLA/DP/002/17

JOB DESCRIPTION

Job Title
Personal Assistant
Hours
8 hour per week 
Rates of Pay
£8.00 ( gross) per hour

Purpose of Job

I am a disabled man in my late 40s.  I have M.E. and other long term health conditions and need assistance with various aspects of daily living.  I am single and live in my own home.  My house is currently in the final stages of renovation, so I am living with my father at present.
I enjoy watching films and television, particularly history and current affairs programmes.  I am also fascinated by old steam railways.  I have an interest in computing and would like some support to enable me to pursue this hobby again in the future, but previous experience in this area is not essential.

I am looking for someone who has a good sense of humour, likes to try new things and has similar interests to me.  I have a particular interest in France and French history / culture, so it would be a great asset if a Personal Assistant shared this (although it is not essential).

You should be confident enough to provide discreet assistance when needed, for example if I am with friends you will be in the background but ready to assist me if I need it.

You should ideally be a driver and be willing to use your own transport while working for me.  (Travel costs will be reimbursed).
My Personal Assistant must be reliable and able to work flexible hours, largely in the afternoons and evenings.  They must also be able to respect my privacy and have an understanding of the need for confidentiality in all areas of their work.

Main Duties 

Personal Assistance

· Remind me to shower and assist with preparing the shower and bathroom

· Assist me in getting dressed and prompt / assist me to spend time out of the house

· Assist me with shopping for food and clothes etc.

· I may need some prompting and motivating to enable me to get out of bed

· You may need to prompt me to put on clean and ironed clothes and be honest with me if the clothes I am putting on are dirty or not suitable to wear in public

· Assist me to prepare meals and drinks and ensure I have eaten

· Prompt me to take my medication at specific times as required

Social Assistance

· Shopping

· Seeing friends and relatives

· Assisting me to take part in a range of different social activities such as going to the cinema, sporting events, attending support groups, arts and craft groups, visiting museums etc.
· You will also assist me in attending church services and events

Domestic Tasks

· Assistance with making and changing my bed

· Assistance with Domestic duties including, washing, ironing, cleaning and general housework
· Assistance with household management such as paying bills, making phone calls, reading and checking letters etc. 

· Support around finding activities I might be able to do outside the house and what support I would need to enable me to do these

· Helping me to arrange travel to any medical appointments I have, or taking me to those appointments in your car

· Assisting me to keep my garden path and entrance to my gate clear

· Assistance with gardening 

Outdoor Tasks

· You should be aware of my surroundings, and ensure I am aware of any steps or other potential hazards

· Encourage me to complete tasks and participate in new activities

· You should also suggest new things for me to do in the area

· You should be willing to accompany me on occasional day trips

As my needs will vary from day to day it is important that a Personal Assistant is flexible about what the work involves and is happy to undertake any other reasonable Personal Assistance tasks that are requested.
Training
There are no formal qualifications needed to do this job.  However,
I would prefer someone who has been educated to at least GCSE level. For the most part any specific skills required in order to provide the level of assistance required and undertake other duties can be learned through experience after a successful applicant has been appointed.

Where necessary (for example in relation to Health and Safety issues) practical training and guidance will be arranged which the Personal Assistant will be expected to attend, though this will be kept to a minimum.

Person Specification

To be my personal assistant you should:
· Be willing to work under my direction

· Ideally have a driving licence and be willing to use your own vehicle

· Be flexible

· Be friendly and willing to take an interest in a wide range of activities

· I won’t smoke in the house whilst you are at work, or immediately before your shift, but there may be some residual smoke present and you will need to be able to cope with that ( I do not mind my PA smoking but require this be done outside my home )
· Not drink alcohol when working for me

· Have good general health

· Be reliable and trustworthy

· Be a good time keeper

· Be able to work in different settings

· Be able to keep a confidence

· Be patient when doing repeated tasks

APPLICATION FORM

For the job of: Personal Assistant
IMPORTANT: The form must be completed in full.  A curriculum vitae will not be accepted as a substitute.  

PERSONAL DETAILS
Full name:

Address:

Postcode:

Telephone number  (Work):



(Home):

e-mail address:

National Insurance Number:
Do you hold a current full British driving licence?


If yes, for how long?

Do you have your own transport?





Has your driving licence ever been endorsed?



If yes, please give brief details:

EMPLOYMENT HISTORY

Have you worked as a Personal Assistant before?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
If yes, please tell me the employer’s name and address:

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

(Please continue this information on a separate sheet if necessary)
Please tell me briefly about your previous occupations (paid or unpaid):

	Date


	Employer
	Position
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


EDUCATION
Please give details of your education/training:

	Date
	School/College/ University/Trainer
	Qualification
	Grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


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?

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

AVAILABILITY TO WORK 
Could you work extra hours at short notice?
WILLINGNESS TO PERFORM TASKS
I may need assistance with form filling, paying bills and shopping.  Are you able to:

Read:




Write:





Do simple arithmetic:

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



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 there are any adjustments that might be useful for me to make with regards to any health concerns and/or disability you have?

When would you be able to start work?

Where did you see this advert?

DETAILS OF CRIMINAL CONVICTIONS
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 they are subject to filtering.  Any information given will be completely confidential.

Declaration: 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 give the name, address, telephone numbers and where appropriate the e-mail addresses of two people who have agreed to act as referees for you.  One should be a current or most recent employer if you have one; they should not be a member of your close family. 
1.
Name:

How do they know you:

Address

Tel no:

e-mail:


Contact following Interview but Prior to Job offer?
YES or NO
2.
Name:

How do they know you:

Address

Tel no:

e-mail:


Contact following Interview but Prior to Job offer?
YES or 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.

Signed 






Date 





Please return this form by 8th September 2017, ideally by email to: directpayments@disabilitynorth.org.uk or by post to: SLA/DP/002/17, Direct Payments, Disability North, Castle Farm Road, Newcastle upon Tyne, 
NE3 1PH.
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