EJA/DP/001/20


Job Description and Specification 
Job title: Personal Assistant (PA)

Reporting to: Direct Payment Employer
Location: Gosforth
Hours of work: Monday – Friday 7:00am-9:00am Term Time Only
With the possibility of extra hours during holiday time and to cover existing staff.
Rate of Pay: £9.50 per hour
Nature of the job role: To support two young people in developing their independent living skills, social skills and self-care skills.
It will be an ideal position for someone who would like and is able to help young people develop their independence and gain skills ready to prepare them for adulthood.  It will be an extremely rewarding job as you see them develop and become confident in their skills and abilities. 
About the role
I have two children Evie and Joe and I am looking for some positive and enthusiastic people to join our lovely team of Personal Assistants supporting my son and daughter. 
You will work alongside myself or another PA to support the children on a one to one basis. 

Evie is 13 she is a lively, happy girl who thrives on one to one social interaction.  She loves to have quiet time listening to music or watching videos with someone alongside her for company and singing.  Evie is full of fun and has a very infectious laugh.

Joe is 11, he is an affectionate boy who is bursting with energy.  He can be shy but really enjoys spending time with people.  He thrives on physical activity, particularly swimming and climbing.  He is physically very able and can be very adventurous in his play. 

Both children have a diagnosis of autism and associated learning difficulties. 

Evie also has epilepsy and Joe has ADHD, and PICA.  Joe loves to climb and needs constant supervision to ensure his safety. 

Both children love to have fun! 
Your role will be to work alongside me to enable the children to develop their self-care skills and gain more independence with routine tasks such as toileting, eating, dressing, and washing. 
You will work within their routines to enable a smooth transition from waking up, getting dressed, to boarding the taxi for school.

The Morning Routine
The morning routine is kept relaxed.
Evie can be noisy and Joe dislikes noise, so I try and keep them separate in the mornings and they have their own space and time. 

Both children will have a bath before their breakfast. 
Evie enjoys her quiet time chilling back in bed after a bath and then will come down for her breakfast. 

Joe will have his bath and come down for breakfast in his pyjamas and dressing gown and chill before getting dressed. 
Joe requires some coaxing in eating.

Personal Care
· Support the children in their morning routine

· Support to bathe

· Support to get dressed

· Support with cleaning their teeth 

· Support in making choices for breakfast 

· Support in skills around feeding

Domestic duties:

· Changing bed linen if required

· Clearing up any dishes you or the children use, modelling independent skills for them to see and learn

· Encouraging the children to put their dishes in the dish washer

· Encouraging the children to tidy up any toys that they have played with

Communication

Joe communicates via gestures, simple signing and symbols.
Evie will communicate verbally, with short sentences and communication must be simple and with short instructions. 
These duties may vary from day to day.

Any other reasonable duties that may be necessary.

Qualifications and Experience:

· Excellent communication skills
· Have a positive attitude to inclusion and to children and adults who have disabilities

· Be able to respect boundaries

· Have a passion to promote independence 

· Be friendly and happy 

· Have a good sense of humour

· Be flexible

· Be organised

· Be enthusiastic about your work

· Have good communication both verbal and written

· Be reliable

· Be motivated

· Be on time and take pride in punctuality

· Be able to accept responsibility and work alone

· Have and use your own initiative and common sense

· Be clean, tidy and have excellent hygiene

· Be prepared to be trained

· Be willing to work under direction and instruction

· Be confident

· Be comfortable asking questions if you are not sure

· Be patient

· Know how to follow a confidentiality policy

You should complete the application form in order to apply.

An enhanced DBS check will be carried out for each applicant.

References will be sought if you are offered a position.

All posts are subject to a six-month probation period.
