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Job Description

Job Title
Personal Assistant 
Hours
6 hours per week
Rates of Pay
£9.20 gross per hour

Location 
Byker

Purpose of Job

My name is George, I’m 30 years old and I’m looking for a Personal Assistant to provide the assistance I require with some aspects of daily life. I have a mental health diagnosis as well as dyspraxia. 
My diagnosis means that I can find it difficult with things like household tasks, keeping up with personal care and general admin tasks I need to do such as make appointments etc. I need support and encouragement to do these tasks.
An important part of the role will be assisting me with keeping my flat tidy. This would mean doing one room at a time over a couple of days, as I would struggle with tidying and cleaning the whole place in one go. It helps me to break big tasks like this down. 

I can have days where my depression can mean I can’t get out of bed, I’m am hoping that having a Personal Assistant will lessen those days and enable me to get out into the community more. This could be going for a walk, for a coffee or going to the local park for some fresh air. 

It’s really important that my personal assistant understands depression and mental health as this is a huge part of me and something I manage on a daily basis. 

My ideal PA should have similar interests to me and have experience of people with a mental health diagnosis, whether that be through your work or family. 

I love music and playing the guitar. I have ambitions of making a living in the music industry in the future.  I am a creative person and I attended an acting school when I was younger.   My PA should ideally have similar interests as me and be confident with have a pro-active attitude. 
As my Personal Assistant, your job will be to provide the support I need to keep to a regular routine.  I would like to get into a routine of getting up and out of bed at the same time each morning, as mentioned earlier my depression sometimes means I can struggle with this and I can be in bed for a few days. 
My Personal Assistant must be reliable and able to work flexible hours.  You must also be able to respect my privacy and have an understanding of the need for confidentiality in all areas of your work.

Main Duties 

· Encourage me to get up out of bed, wash and dress in the morning

· Encourage me to take my medication
· Assist with socialising
· Support with tidying/cleaning my flat and keeping it tidy
· Support with doing laundry when needed
· Encouragement and support to go out into the community and maybe to visit new places
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 are requested.
Training

There are no formal qualifications needed to do this job.  For the most part of the tasks and assistance involved can be learned through the Personal Assistant working with me.  

Where it is required, such as Health and Safety matters, practical training and guidance will be arranged and the Personal Assistant will be expected to attend.

Person Specification

To be my personal assistant you should:

· Be willing to work under my direction

· Have experience of working with adult with a mental health diagnosis

· Be flexible

· Be friendly but firm

· Not smoke in my home

· Not drink alcohol when working for me

· Have good general health

· Be reliable and trustworthy

· Be a good timekeeper
· Be able to work in different settings

· Be able to keep a confidence

· Be patient when doing repeated tasks

· Be outgoing and pro-active in your work

· Be open minded and friendly 
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