RJW/DP/001/19

Job Description
Job Title
Female Personal Assistant(s)
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 
£9 per hour
Purpose of Job
The purpose of this role is to provide my 18 year old daughter with the support that she needs to develop and maintain her social network and her independence as a young adult. My daughter is a lively and sociable young women who has a lot of interests but is keen to explore new activities especially those that are relevant to a young person with a visual impairment.  My daughter attends a social club on Thursday evenings that is a key part of her social life and would like to her Personal Assistant to support her to identify and attend new activities and clubs. 

As my daughter has a visual impairment 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 my daughter prefers it to be done. My daughter may have a guide dog at some point in the future so the role would involve supporting her to care for her guide dog as well.

My daughter enjoys being out and about and has access to a Motability car so a driver is essential for this role. My daughter loves going shopping, out for trips (the coast being a favourite), eating out and keeping in touch with her friends. 
A big part of this role will be to support my daughter to maintain her friendship groups and this will involve supporting her to arrange and attend meet ups with her friends at weekends and during the school holidays. This means that she is looking for her Personal Assistant to fit into and around her social life and peer group in a professional way.
As my daughters Personal Assistant you will work under mine and my daughters direction to meet her needs and will be accountable to us in all aspects of your work.  You should always ask first what my daughters needs are and should always listen to and act on her requests and directions.  My daughters Personal Assistant must be reliable and able to work flexible 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.
Main Duties
The Personal Assistant will be expected to do the following tasks.  
As my daughters needs will vary it is important that her Personal Assistant is flexible about what the work involves and agrees to undertake any other reasonable Personal Assistance tasks that are requested.
Social Assistance

· Support my daughter to attend her Thursday evening club. This will involve taking her, staying with her and bringing her home. 
· Take my daughter to and from other activities she is involved in.
· Support my daughter to take part in activities that will help build her confidence and enable her to spend time with friends, for example going to the cinema, going shopping, etc.

· Provide discreet support for my daughter when she is socialising with her friends, for example if she goes to the cinema you would sit nearby her but not directly with her.

· Be on hand at all times when supporting my daughter and ensure that she knows where you are at all times should she need you.

· Support us as a family to go out on day trips.
Personal Assistance
· Provide encouragement and guidance outside the home to enable my daughter to develop her independence. For example, to be able to buy tickets at the cinema, order food when out, etc.
· Support my daughter in relation to managing her finances, budgeting and understanding the cost/value of things in relation to her income.

· Learn how to and support my daughter to move safely around in the community and read relevant information out to her as and when required.
· Assist my daughter to wash and dry her hair and paint her nails as required.
Enabling me to carry out any chosen activity whether inside or outside my home, by carrying out any other requests which I may reasonably make.
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 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.
Person Specification

To be my daughters Personal Assistant you should:
· Have some experience of working with children or adults who have a visual impairment.  

· Have a positive attitude towards disability

· Be willing to work under our direction

· Be able to work flexibly to meet my daughters needs

· Not smoke when working for me
· Not drink alcohol when working for me

· Have good general health

· Be a driver and have a clean driving licence 

· Be reliable and trustworthy

· Be a good time keeper

· Be able to work at short notice

· 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 privacy and that of our family and friends

· Be patient when doing repeated tasks

· Have at least basic reading, writing and number skills 
· Work in a home with a dog
You do not need any formal qualifications, but you must be willing to learn how to do the job under my direction.


