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Job Description

Job title

Personal Assistant(s)
Hours

11 hours per week during the school holidays



Open to job share and hours can be flexible
Rates of pay
£9.00
Purpose of Job

Our names are Rachel and Stephen Barton. We require a personal assistant to work with our son Jacob, who is 8 years old. 

Jacob has Down’s syndrome and severe learning difficulties. He is non-verbal but he is sociable and enjoys getting out and about. He has two brothers age 10 and 12. 

The main purpose of this job is to work alongside us caring for and supporting Jacob and to help him to access and enjoy social activities.  A driver with own car would be preferred for this role as we would like Jacob to take part in different activities in the community. Mileage costs will be paid. 

Jacob is a lively, happy boy who appreciates social interaction. He needs support with routine tasks such as nappy changes, tube feeding dressing and washing. Jacob is non-verbal and uses some Makaton. It is important that the Personal Assistant appreciates the need for patience and encouragement when communicating with Jacob.  He has limited mobility and uses a buggy when out and about. 

Jacob loves stimulating indoor activities such as books, toys and animal and number games, animal stories and toys, but is equally fond of energetic outdoor activities like going to the park or going to the cinema, swimming and soft play. A large part of the job will be to participate with Jacob in these activities so he can get the most from them and to help support his developing communication, social skills and love of life. 

Jacob likes to take part in different activities, part of you role will be to assist Jacob with activities he likes or would like to take part in, this could include going to the park, leisure centre, going to see a film at the cinema, visiting the beach, going for a walk, attending arts and crafts sessions or doing this in the family home, swimming and soft play
As Jacobs Personal Assistant you will work mainly alongside us and under our direction to meet Jacobs’s needs. Previous experience of working with children is preferable, particularly children with Special Needs. We are looking for somebody who is reliable, punctual and prepared for some flexibility in their working hours. You must also be able to respect our privacy and have an understanding of the need for confidentiality in all areas of your work.

Jacobs Personal Assistant must be able to handle all aspects of behaviour associated with downs syndrome, non-verbal severe learning difficulties and tube-feeding. You will be given training for tube-feeding and to set up his oxygen. Some physical skills will occasionally be required e.g. lifting Jacob down from play equipment, using car and pushchair. Good general health is important. We consider patience and enthusiasm to be essential attributes for this job.

Main Duties

As Jacob’s and the family’s needs will vary it is important that the Personal Assistant is flexible about what the work involves and agrees to undertake any reasonable Personal Assistance tasks we request e.g. accompanying the family on outings, and taking Jacob out and about on a one to one basis. You will be required to carry out the following tasks on a flexible basis. 
Personal Assistance

· Feeding Jacob blended food through his gastrostomy button
· Changing nappies and clothes if necessary. 

· Assistance with bathing and getting dressed

· Positioning in chair and bed

· Assistance with toileting and changing pads when necessary

· Making sure Jacob takes his medication at agreed times

· Using medical devices such as setting up oxygen at bed time, training will be given for this. 

· Guiding Jacob when out in the community and ensuring his safety

· Assistance to communicate

· Encouragement to participate in group activities

· Encouragement to try new activities

· Assistance with stimulating and interactive play for Jacob
Social/Domestic Assistance

· Supporting Jacob in fun and stimulating activities inside and outside of the home.

· Spending time playing with and talking to Jacob.

· Supervising Jacob to ensure he is safe and generally responding to his needs.
· Support with seeing friends and relatives

· Fetching and carrying items for Jacob

· Reading story books and singing 
Training

There are no formal qualifications needed to do this job. The tasks and types of assistance involved can be learned through the Personal Assistant working with us.  Training will be given for Jacobs equipment which you may need to assist with. 

Person Specification
To be our son’s personal assistant you should:
· Have some experience of working with disabled children particularly children with Down ’s syndrome and severe learning disabilities and children who are tube fed, or be willing to learn and undertake training. 
· Have a positive attitude towards disability

· Be willing to work under our direction

· Be able to work flexibly to meet our son’s needs

· Be a non smoker

· Not drink alcohol when working for me

· Have good general health

· Be a driver and have a clean driving license (preferred) 

· Be reliable and trustworthy

· Be a good time keeper

· Be able to work at short notice but generally within an agreed timescale
· Be able to work in different settings

· Not discuss our household and domestic circumstances with others, other than with my specific permission

· Keep information gained in the course of your employment     confidential 

· Be able to respond appropriately in an emergency

· Be able to accept responsibility and work on your own initiative

· Respect  our son’s privacy and that of our family and friends

· Be patient when doing repeated tasks

· Have at least basic reading, writing and number skills 
· Behave in an appropriate manner when taking care of Jacobs’s personal hygiene and intimate needs e.g. nappy changes, bathing, bedtime and changing of clothes for swimming. 
You do not need any formal qualifications but you must be willing to learn how to do the job under our direction.
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 driving licence which is valid in the UK?


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?


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 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 5pm on Monday 14th May 2018 to – Direct Payments, Disability North, Castle Farm Road, Newcastle upon Tyne, NE3 1PH or email directpayments@disabilitynorth.org.uk 
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