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Job Description

Job title

Personal Assistants x 2
Hours
12 hours per month, 2-1 support. To be discussed at interview. 
Rates of pay
£9.50

Location

Lemington
Purpose of Job
We are looking for Personal Assistants to support our 8 year old son Kai. Kai is a lovely little boy who has a brilliant sense of humour. He loves Xbox and technology and being out and about exploring new places. He loves the beach and swimming and walking in the woods. He loves animals and nature and theme parks, life with Kai is never dull.

Kai is constantly on the go and needs a PA who has the same energy and enthusiasm for life that he does. His complex profile means he requires 2 adults to accompany him when out and about in the community and sometimes while traveling in a car. He is able to be 1-1 while at home or in familiar venues. 

We are looking for 2 PAs to work 12 hours each per month spread out over the month. Most sessions with Kai will be 4 hours long but we can be flexible. 

You will be expected to work alongside us as Kai’s parents to begin with progressing to taking Kai out into the community together once you understand his needs and communication better.

Currently Kai is struggling a lot with his anxiety and this can result in challenging behaviors. We will give you full support in learning and recognising the triggers for his anxiety and recognising how to spot the initial signs and manage his anxiety to prevent unwanted behaviours. 

We also have other children so there is a possibility you may be left alone with them if you are supporting Kai and they are in the room with us. The job will also involve accompanying us on family outings, this is quite a big part of the role so that we can spend time as a family with all our children together. 

We are flexible with times and dates and previously have worked round our PA’s, planning month by month fitting round their other commitments.

There is a possibility of extra hours if you want them and if agreed the month before. 

Main Duties
Duties will mainly include supporting Kai and keeping him safe. 

Duties may also include

· Basic meal preparation (Kai is dairy free)

· Basic household duties (clearing up after Kai)

· Looking after siblings if needed 

· Preparing for activities and outings

· Supporting with his education and learning

· Help with toileting and care routines

· Assistance on family day trips and outings
As Kai’s PA you will be expected to support him with positive behavior strategies. These can be taught to you by us. You will not use team TEACH methods at any time. Kai’s behaviors are anxiety driven and we have found low arousal strategies to work best to manage these.

We are happy to meet with you and introduce you to Kai before you apply for the job. It is in everybody’s interest especially Kai’s that he has a team that feel they are able to support him have shared interests and have fun.

You will be expected to undergo a DBS check. It’s also preferable if you drive. If you drive your own car you will get a fuel mileage allowance. Or if preferred we can add you to the insurance for kais car. 

As Kai’s and the family’s needs will vary it is important that our the Personal Assistants are flexible about what the work involves and agrees to undertake any reasonable Personal Assistance tasks we request e.g. accompanying the family on outings. 
Training

There are no formal qualifications needed to do this job. You will learn how to deal with challenging behaviours and the methods we use by us. Any experience of working with children or adults with autism/challenging behaviours would be advantageous. 
Person Specification

To be our son’s Personal Assistant you should:
· Have some experience of working with disabled children or adults.  Particularly adults with Autism and challenging behavior
· Be willing to learn about our son and his disabilities in order to provide the best care and support
· 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 consume alcohol when working with Kai
· Have good general health

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

· Be reliable and trustworthy

· Be a good time keeper

· Be able to work at short notice

· Be able to work in different settings
· Be comfortable working with another PA to provide 2-1 support
· 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 

You do not need any formal qualifications but you must be willing to learn how to do the job under my 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 as soon as possible: 
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