AF/DP/002/17

Job Description 

Hours: 

5 hours per week

Rate of pay: 

£9.00 per hour

Description: 

We are currently looking for a Personal Assistant to join our dedicated team, providing person centred care and support to a young person (23 Year old) with ASD living in the West end of Newcastle.  The person you will be supporting lives independently in secure accommodation and requires help to maintain their personal lifestyle and independence.  Due to some moderate mental health difficulties associated with their ASD, experience with challenging behaviour would be advantageous within this role.

Duties: 

· Support with home life: As our supported person has only recently moved out of the family home they have yet to adapt to the realities of maintaining a home of their own and as such need a lot of support in this area of their life.

· Engaging with society: The person we are supporting can struggle while out and about in the wider community and can often be vulnerable in new or unexpected situations.  You will therefore be required to help them to access new experiences as well as to develop the social skills and confidence required to cement their independence.
You will be expected to do the following; 

· Accompany him to activities of his choice and plan activities with him. Noise and crowds may make him feel uncomfortable.  It is important you pick up on these signs and reassure him and put him at ease
· You will support him in using public transport 

· You will support him when needed in handling money and understanding the value of money and what things are costing

· Keeping healthy: The person you will be supporting can be neglectful of their health and as such needs to be supported to make and attend healthcare appointments.  You will also be responsible for helping to support them to make healthy life choices in their day to day life.
· Companionship: A vital part of this role is the ability for a successful applicant to establish and maintain a rapport with the person they will be supporting.
As his needs will vary it is important that you are flexible about what the work involves and agree to undertake any other reasonable Personal Assistance tasks that are requested
At times the person we support will not acknowledge that he needs support and may resist any support.  It is important you are aware of these situations and adapt support accordingly. 

The person we support will also sometimes confuse fiction with reality and this needs to be managed sensitively.

Training and an induction will be provided. 

Essential Skills, Experience & Attitude:
· Formal or informal experience in working with adults who have learning/multiple disabilities living in the community

· An understanding of the needs of adults with autism/learning disabilities who are vulnerable within society

· Experience of providing care to people with autism/learning disabilities

· Physically fit and able to undertake safe manual handling practices

· Good verbal and written communication skills

· Good telephone manner and good level of spoken English

· Observant and sensitive to the supported persons needs

· Ability to liaise with outside agencies and other professionals

· Ability to work autonomously and productively as part of a team

· Knowledge of food hygiene/manual handling/health & safety standards and practices
· The ability to work in a focused and firm manner

· To be able to recognise distraction and aversion from the supported person and keep him on task

· Be willing to commit to the role long term
APPLICATION FORM

For the job of: Personal Assistant – AF/DP/001/17
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?  Please make your response relevant to this particular post and detailed Job Description.
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 9th February 2018 to: 
Direct Payments, Disability North, Castle Farm Road, Newcastle upon Tyne, 
NE3 1PH. Or by e-mail directpayments@disabilitynorth.org.uk
PAGE  
7

