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R.A. Independent Living Fund
Personal Assistant Job Description
Job Title
Personal Assistant

Responsible to
The Trustees of R.A. Independent Living Fund

Hours:
The position is to provide cover for holidays, sickness and other absences of a team of 4 other staff who between them provide a 24 hour service, 7 days per week.  

Rate of pay: 
£10.24 per hour; £71.69 per sleepover
Purpose of Job

I am a retired, professional, disabled woman and need assistance with most aspects of daily living.  I live in my own home and am accustomed to organising the assistance I need.  I was involved with a number of voluntary, statutory and community organisations. I have family commitments which you will enable me to do.  This involves visiting relatives and other social activities.  
I am a friend of the Theatre Royal and enjoy going to the theatre on a regular basis.

This position is to provide cover for the holidays and other absence of any of my 4 full time staff.  There will be a number of hours available throughout the year, particularly during holiday times, but there are no regular set hours attached to this post.

You will be working on a one to one basis with me as part of my team of 4 full time staff. 
As my Personal Assistant your job will be to provide the personal, domestic and social assistance that I need to enable me to live in the way I require.  My personal assistants work under my direction to meet my needs and will be accountable to me in all aspects of their work.  You should always ask first what my needs are and should always listen to and act on my requests and directions.  I prefer that my assistance is given by a woman, who must be reliable and able to work flexible hours.  She must also be able to respect my privacy and have an understanding of the need for confidentiality in all areas of her work.

My Personal Assistant must be able to handle the physical skills of moving, hoisting, pushing and bending.  You do not have to be physically strong to do the job well.  However, good general health is important.
Rota

There is an existing rota in place.  There are 5 x 24-hour shifts to be worked over the 3 week period, this includes working over the weekend.  The rota repeats on a 3 week cycle.  The payment for a shift is 16 hours at the hourly rate plus the sleepover rate. Each shift begins at 10.00am one morning and finishes at 10.00am the following morning. You will be expected to sleep when you work overnight, you will be allocated a bed to sleep in.

Main Duties
The Personal Assistant will be expected to do the following tasks.  Some tasks are daily, others weekly or monthly.  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.

Personal Assistance

· Assisting with transfers to and from bed and wheelchair (using a hoist ‑ training will be given).

· Positioning and turning in bed and wheelchair.

· Getting washed and dressed.  

· Assisting with preparing, cooking meals and drinks. 

· Eating and drinking.

· Toileting, including bowel and bladder routines.

· Administer medication under direction.

· Day to day management of the tracheotomy including all aspects of hygiene and other management including action in the event of any emergency.  Full training will be provided.

Domestic Assistance

The following tasks on a regular basis throughout the week:
· Shopping and/or assistance with shopping.

· Opening the post in my presence
· Setting up reading and writing materials.

· Clerical assistance, filing and mailing correspondence, taking messages/notes and assistance to prepare materials for presentations.

· Moving objects.

· Collection of prescriptions, paying bills and under direction making of deposits and withdrawals from my bank account.

· Household cleaning, simple household tasks (i.e. changing light bulbs) and keeping the garden and exterior of the house tidy.

· Laundry.

· Changing bedding.

Social Assistance

· With going out shopping.

· With getting to and taking part in various social activities, including visits to the theatre, cinema and conferences.

· To maintain contact with family and friends, including driving to social outings.
Other Needs

· Charging and general maintenance of my wheelchair and other equipment such as my hoist.

· General maintenance of the outside of my house such as clearing snow, leaves and ice and small amount of gardening under my direction for example planting and occasional weeding.

Enabling me to carry out any chosen activity whether inside or outside my home, by carrying out any other requests that the Trust feel is reasonable to make.
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.  Training will be given regarding the day to day management of the tracheotomy including all aspects of hygiene and other management including action in the event of any emergency. 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.
Personal Assistant Person Specification

To be a Personal Assistant you should:

· Be able to speak clear and fluent English

· Be willing to work under my direction

· Be flexible

· No smoking in or around my home or in my presence

· Not drink alcohol when working for me

· Have good general health

· Not be squeamish

· Be reliable and trustworthy

· Be a good timekeeper
· Be able to work at short notice

· Be able to work in different settings

· Be able to keep a confidence

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

· Be able to occupy yourself when required

· Be clean and tidy to my specification

· Be good at visual description

· Be patient when doing repeated tasks

· Have at least basic reading, writing and number skills 

· Be able to commit yourself to giving at least one months’ notice before leaving the job, except in extreme circumstances

You do not need any formal qualifications, but you must be willing to learn how to do the job under my direction

R. A. Independent Living Trust
Application Form

Application for the position of Female Personal Assistant
IMPORTANT INFORMATION

PLEASE FULLY COMPLETE ALL SECTIONS and QUESTIONS on this form, including questions 17 and 18.  If a section is not applicable, please indicate this clearly.  CV’s will NOT be considered – please do not attach them to this form or send them as a substitute.
1
Name:












2
Address:












Postcode:







3
Telephone Number: 
(
Home:











(
Work:












(
Mobile:






Please tick the best number above, for us to use to contact you.



Email address:











4
Are you?


(
Male


(
Female

5
Where did you see this advert?







6
Date of Birth:





7 a)
Do you hold a current full British driving licence?

(
Yes
(
No

[Please note – you MUST hold a full driving licence valid in the UK in order to apply]

b)
How long have you held your driving licence for?



 years.


c)
If your driving licence has current endorsements, please detail them below:

8 a)
Please tell us about your education and qualifications – in order, starting with the most recent at the top.

	School/College/University
	Dates from/to
	Qualification

	
	
	


b)
Please give details of any other education/training/courses attended which you feel are relevant:

9 a)
Have you worked as a Personal Assistant before?

(
Yes
(
No

b)
If ‘Yes’, please tell us the name and address of the employer:

10
Please tell us briefly about your present occupation (paid or unpaid):

11
Please tell us briefly about your previous occupation(s) (paid or unpaid), in order, with the most recent first:

	Employer/

Company name
	Dates from/to
	Position
	Reason for leaving

	
	
	
	


12 a)
What skills and qualities do you think you would need to be a personal assistant?

b)
What skills and experience do you have relevant to this post
(include any voluntary work or unpaid experience)?
c)
Please tell us briefly why you want to work as a personal assistant:

Please tick the appropriate box in answer to each question:

13
Can you work extra hours at short notice?


(
Yes
(
No

14
This position requires you to do very intimate tasks such as helping to use the toilet, washing, dressing and assistance with eating.  Would you be embarrassed?








(
Yes
(
No

15
You may be required to assist with note taking, form filling, paying bills and shopping.  Are you able to:
Read








(
Yes
(
No
Write








(
Yes
(
No 
Do simple arithmetic





(
Yes
(
No

16
Would you be prepared to work in a house where smoking is not permitted?










(
Yes
(
No

If the next sections do not apply, please clearly enter ‘N/A’ in the spaces provided.
17
Please tell us if there are any Personal Assistance tasks you could not perform, either for religious, cultural or medical reasons or because you would not want to:

18
Please tell us if you have any medical or mental health problem(s), which may affect your work as a Personal Assistant in any way:

19 a)
Declaration:  Have you had any criminal convictions or cautions that are not subject 
to filtering?







(
Yes
(
No

b)
If yes, please give details in the box below.  Use a separate sheet if necessary.

N.B.  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 the offence is subject to filtering.  Any information given will be completely confidential and is not automatically a barrier to employment.  Failure to disclose information may be viewed as grounds for dismissal.
20
Please provide the names and postal addresses of two people that we can ask for a reference about you.  They should not be a member of your close family or your friends.  One should be a current or most recent employer if you have one.
a)
Reference 1:
Name:












Address:











Postcode:











Telephone Number:









Please indicate in the box below how this person knows you:

Can we contact this person prior to interview? 

(
Yes
(
No


b)
Reference 2:

Name:












Address:











Postcode:











Telephone Number:









Please indicate in the box below how this person knows you:

Can we contact this person prior to interview? 

(
Yes
(
No
21
When would you be able to start work? (Please be as specific as possible).

22
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 a bearing on my application.  If I am employed and it later becomes apparent that the information I have provided is not accurate, this may result in dismissal.

Signed:













Date:















Please ensure that for all yes/no questions, one box has been ticked and that all other sections have been fully completed then return, either by post or by email to:
Direct Payments



directpayments@disabilitynorth.org.uk 
Disability North 
Castle Farm Road
Gosforth
Newcastle upon Tyne
NE3 1PH

If returning by post please use a ‘large item’ stamp as standard first class will probably not be sufficient, result in excess postage costs and delay delivery of your application.

11

September 2019

