ARW/DP/Cover/19

Job Description 
Job Title
Personal Assistant

Hours
Relief/Bank Staff required to cover shifts when other Team Members are on holiday or off sick (shifts run Monday-Sunday and can involve weekends).
Rates of Pay
£8.80 per hour

Location
Walker
Purpose of Job

I am a gentleman with a visual impairment and a learning disability.  I live with my 18 year old daughter.  Although I am independent, I need assistance to undertake household activities.
This position will involve assisting in the home with domestic tasks such as cooking, house work and laundry, assisting me to safely access the community in order to shop for both food and other things such as clothes, support me to deal with my letters and paperwork and arrange and attend appointments as required.  I also enjoy the gym and swimming so you would need to be willing and able to support me around these activities.
When we are out and about, you will be acting as a pair of eyes for me.  This will partly involve, helping me to get safely from either my home or an agreed meeting place to wherever we are going and back again.  Experience of supporting and guiding people with sight issues would be an advantage but not essential as long as you are willing to learn how to do this in the way that I prefer it to be done.  As I will need support to buy food and clothing I will need you to find what I am looking for and read out prices, etc.  This means that as well as being able to read and talk clearly, you will need to have the confidence to do this in public venues. 
Training can be provided for the role, having enthusiasm and a positive attitude towards Disabled people along with a sense of humour are very important attributes for my PA to have.   
Main Duties

The Personal Assistant will be expected to do the following tasks.  

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 I request.

Domestic Assistance

· Support to ensure that the laundry is done and that the clothes in my wardrobe are clean, and in good repair.

· General domestic tasks such as ironing, etc.

· Ensure that my home is kept clean, tidy and clutter free so I am able to move around it safely and easily.

· Read sell by dates on food and help me identify items in the freezer.
· Support me to deal with my personal correspondence by reading it out to me so that I can take the appropriate action/make the appropriate response (for example, pay bills and attend appointments).
Social Assistance

· Assisting with shopping for food, clothes and other household items, e.g. finding shops, sizes, prices etc.
· Guiding me in familiar and unfamiliar places so that I am able to travel safely in the community.
· Reading menus and other relevant information to me when out in the community.
· Support me to attend relevant appointments as required (for example doctors’ appointments and benefit appointments).

· To support me to go to the gym and to go swimming.

Training

There are no formal qualifications needed to do this job.  For the most part, the tasks and assistance involved can be learned through the personal assistant and I working together.  I am the person best qualified to know what my needs are and how they are best met.

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

This post is subject to satisfactory Enhanced DBS check and references, which will be taken up only if you are offered a post. 

There will be a probationary period of 6 months.  At the end of this period I will meet with you to review the position.  If your performance is satisfactory and we are both are happy with the situation, your continued employment will be confirmed.

Person Specification

To be my Personal Assistant you should:

Essential
· Have some experience of working with disabled children or adults

· Have experience of working one-to-one with clients or with them in their own homes

· Be willing to work under my direction

· Have a positive attitude towards disability

· Excellent verbal communication skills

· Be able to read out loud

· Have at least basic reading, writing and number skills

· Enthusiasm for your work

· Willing and able to work under my direction.

· Ability to work in different settings

· Be flexible, reliable and punctual

· Not smoke in my home/presence

· Not drink alcohol when working for me

· Have good general health

· Be clean and tidy to my specification

· Be able to work in different settings

· Keep information gained in the course of your employment     confidential 

· Respect my privacy and dignity and that of my family and friends

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

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

· Be patient when doing repeated tasks 

· Be able to respond appropriately in an emergency

· Be sociable and enthusiastic

· Be a driver with a clean licence and be willing to drive my motability car
You do not need any formal qualifications but you must be willing to learn how to do the job under my direction.
