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Job Description

Job Title: Personal Assistant 

Responsible to: Direct Payment Employer 

Location: Newcastle 

Pay Rate: £8.70 per hour

 
Hours per week: 28 hours per week
Nature of the job role

To support a young person who has goals and aspirations, currently studying and living as a student.  You will support the young person to develop their independent living skills, support them to manage a routine which will in turn help with emotional regulation.  Routine is essential, any disruption to routine will affect their emotional wellbeing.  You will need to be aware of this and notice any changes in their emotional and mental wellbeing.

The young person has autism and attention hyperactive deficit disorder.  In addition this young person requires someone with understanding of gender non binary LBGT QI issues.

It can be challenging for them to diarise, organise, and maintain their diary commitments.  It will be important that you have a keen understanding of electronic communication, including use of Messenger, Discord, Skype and other software as required.  You will also assist them in maintaining essential communication between them, their support staff, and the university they attend.
About Me

I am 20 years old and I’m studying electronic and electrical engineering at Newcastle University.  I have an avid gamer, and enjoy streaming. I have dreamt of becoming an engineer since being very young, and I was designing rollercoasters using my computer from around the age of three.  

I’m going into my first year for the second time in Newcastle University.  I am sensitive deep thinker, and at present I’m trying to find my way in the adult world experiencing life from an autistic non binary perspective.  I would like to work alongside individuals who are open-minded, nonjudgemental, and willing to work alongside me to find my way in the world. 
I’m aware that I need lots of help on the practical aspects of living a life, support in managing my emotional dysregulation and difficulty in understanding how people and processes work.  I would be grateful if my team were able to work together effectively, and willing to learn, as my mum and I have to do every day.  I would like a small team that would work within University as well as, in work situations and throughout the day to day lived experience.  

We are looking for people willing to learn rather than people who may have lots of qualifications but no willingness to learn from the day to day life experience.  I believe everyone is an individual and has a right to express their individuality in ways which make them comfortable and happy.  As such, I’ll be happy to work with people who may feel that society does not really understand them yet. 
I look forward to meeting you at interview and in the days following as we establish whether we will be suitable to work alongside one another. Please read the following Person Specifications carefully, and even if you don’t feel you have the experience or qualifications that match this role if you feel this job advert resonates please apply and see if you’re the individual to become part of our lives.

What the role encompasses:-
Establish a morning routine

· Accompany me from home to University and back

· Support independent living skills
· Support in making meals

· Grocery shopping

· Take particular note and develop understanding of gluten, wheat and free from artificial additives and colours as well as MSG and some natural colours

· Cleaning

· Support me to access work and volunteering opportunities 

Routine management

· Support me to establish a positive routine

· Support me to make healthy life style choices

· Encourage good nutrition

· Encourage and support me to access regular exercise
Independent living skills 
· Support me to manage my finances, pay bills etc.

· Support me to make travel arrangements

· Support me to manage my medication, this will include prompting me to take my medication and reorder it

· Support me in preparing meals
· Support me to develop my independent travel skills and life skills

· Enable me to plan and set goals

Community and Social access

· Support me to attend activities of my choice

· Support and encourage attendance at therapeutic sessions
· Ensure my safety at all times enable me to develop confidence in socialising, travelling and being part of my local community
· There may be an opportunity to support me within my lectures (e.g. note taking)

· As well as opportunity to support me in my working life

· You will be required to work closely with my current support staff and mother 

Person Specification – Personal Assistant

To be my Personal Assistant you should:

· Be organised and use clear communication

· Be able to manage a diary/timetable 

· Support me in managing appointments through the use of technology

· Be confident in using modern methods of communication and assist them in maintaining communication with support staff, family and university
· Be knowledgeable or qualified in Autism Spectrum, LGBTQI, ADHD, dietary requirements, asthma, auto-immune dysfunction and be prepared to update this knowledge over time

· Be conscientious, honest and caring

· Have excellent organisational skills

· Be an excellent communicator 

· Be reliable and take pride in punctuality

· Be committed

· Have a willingness to learn

· Have and use your own initiative and common sense

· Be prepared to be trained

· Be confident

· Be comfortable in the use of technology 
· Know how to follow a confidentiality policy

· Not smoke whilst you are at work 

· Have a full UK Driving Licence 

· Have the capacity to be flexible

· Have a desire to liaise in a multi-professional, interdisciplinary team

Training will be offered and encouraged.

Successful candidates will be required to have an enhanced DBS check and references will be sought.

All posts are subject to a six month probation period.

You do not need any formal qualifications to do this job.  All the training that is needed to be able undertake the role will be provided.

It is far more important that we find the right person for the role regardless of prior experience or training. 

What is of paramount importance is that you have the skills abilities and personality traits listed in the person specification.

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?  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 





Your application will be passed on via email or post to the service user or their nominated person who is advertising.

Disability North will electronically store your application form for 6 months after this recruitment ends, it will then be deleted.

If you are successful your application form will be stored electronically throughout the course of your employment and 6 months thereafter. It will then be deleted. We may share your information with our payroll service in order for them to carry out the payroll service to your employer.

If a DBS is required we will scan and email your DBS information to the information officer at Newcastle Civic Centre.  Documents will be stored securely and electronically until the DBS comes back and they will then be deleted.

To view Disability North’s Privacy Notices visit http://www.disabilitynorth.org.uk/about-us/privacy-notice/
Consent for information on recruitment services.

Please tick the box beside any of the sections that interest you:
· Yes please add me to the vacancies bulletin mailing list
A fortnightly bulletin summarising current PA vacancies with local employers
· Please send me further information on the Matching Service
Using a generic application form we will store your details which can be viewed by our Service Users when looking for PA support. 
If you consent to any of the above and later wish to remove your consent, please contact directpayments@disabilitynorth.org.uk and we will no longer send you information on that topic. 

PAGE  
1

