Ref: JCA/DP/003/17

Job Description
Job Title
Personal Assistant

Hours
7 hours per week
Rates of Pay
£8.30 per hour (gross)
Purpose of Job

My name is Joan. I have a visual impairment and need assistance to get out of the house to do both practically useful tasks, such as shopping, and also more social activities or just to get out of the house for an hour or two.  I live in the Walker area of Newcastle and am looking for a personal assistant to assist with improving my independence.
The position will involve helping me get out and about to undertake a variety of activities.  A part of the job each week is likely to be to assist me with grocery shopping.  I may also wish to go on more general shopping trips or out to the local park on a nice day. 
I can’t walk any real distance unaided and you will have to be confident that you have the physical health to push me in my wheelchair.  I use the bus to get around and getting the wheelchair up and on to the bus can be a real physical effort.  
I have a lovely, placid, gentle-natured, small dog.  It is very important to me that anyone who works with me likes dogs and is kind to them.
I will agree with you in advance, the days and times that you will work each week.  These will mostly be during the day (9-5pm) but may sometimes involve work at other times.  Flexibility around the days and hours you can work is very important.

When we are out and about, you will be acting as a pair of eyes for me.  It is important that you have confidence in this part of the role.  For instance, if we are out somewhere then you may need to read any written information out loud and you shouldn’t be embarrassed about doing this in a public setting.
Main Duties

The Personal Assistant will be expected to do the following tasks.  

As my needs will vary it is important that the personal assistant is flexible about what the work involves and agrees to undertake any other reasonable Personal Assistance tasks that I request.

Social Assistance

· Assisting to go grocery shopping.

· Assisting with getting to and taking part in meetings and various social activities, including visits to the pub, theatre and cinema.

· Reading to me.

Enabling me to carry out any chosen activity whether inside or outside my home, by carrying out any other requests which I may reasonably make.

Training

There are no formal qualifications needed to do this job.  For the most part, the tasks and assistance involved can be learned through the personal assistant and I 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.

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.  

YOUR PERSONAL DETAILS

Title:

First Name:                                               Middle Name:

Last Name:

Address:

Postcode:

Telephone number (Home):



(Mobile):

E-mail address:

National Insurance Number:

Do you hold a current full, clean driving licence which is valid in the UK?


If yes, for how long?

Do you have your own transport?





TELL US ABOUT YOU……

What makes you a good candidate for this post?

What achievements are you most proud of?

What do you like to do in your spare time?  What are your interests and hobbies?

YOUR EMPLOYMENT HISTORY

What is your current job (paid or unpaid) and what do you most enjoy about it?

(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

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


YOUR EDUCATION AND TRAINING

Please give details of your education/training including any qualifications relevant for this role:

	Date
	School/College/ University/Trainer
	Qualification/Training Course
	Grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


A FEW MORE QUESTIONS……

Could you work extra hours at short notice?


I may need assistance with form filling, paying bills and shopping.  Would you be able to help me?

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

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.

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 details of two people who have agreed to act as referees for you.  One must 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 Friday 29th September, ideally by email to: 

directpayments@disabilitynorth.org.uk or alternatively by post to: 
JCA/DP/003/17, Direct Payments, Disability North, Castle Farm Road, Newcastle upon Tyne, NE3 1PH. 

