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Job Description

Job Title
Personal Assistant 
Hours
8 hours per week
Rates of Pay
£9.50 gross per hour

Purpose of Job

My name is Vicki, I am 21 years old and am looking for a Personal Assistant to support me with some aspects of my daily life.  I live at home with my parents and siblings.

I live with a mental health diagnosis, anxiety and chronic pain.  I also have a physical disability which affects my mobility.  
I require different levels of support or prompts with most daily tasks such as getting up out of bed in the mornings, getting to appointments or activities, and encouragement to go out.
As my anxiety can affect me doing certain things, I will need support with scheduling and arranging appointments, making phone calls and paying for things in shops etc.  Eventually I would like to get to the point where I feel comfortable doing this myself however I don’t expect my PA to be over encouraging, if I don’t want to do something I would expect you to support me with it. 

Due to my disability and chronic pain some days are better than others for me so your tasks and duties can vary from day to day and plans can change at short notice.
As my Personal Assistant, your job will be to provide the support I need to keep to my regular routine and engage in activities independently from my family.
I am looking for someone with similar interests to me, I enjoy going to the cinema, shopping, going to musicals and concerts and I would like a PA to accompany me to these events so that I can have more independence.
I also require support with domestic tasks such as assistance with tidying my room and keeping it tidy.  Assistance with meal preparation and ensuring I eat throughout the day. 

Due to my mental health diagnosis there are certain things that can be triggering for me especially in the kitchen, as you get to know me you will know what to avoid and what can cause problems for me.
I also have a phobia of animals, particularly dogs so you will need to be aware of this when we are out and thinking about places to go keeping this in mind.  

You will need to be able to drive and have a valid driving licence as I use a wheelchair or crutches when I am out and about.  If we are going any sort of distance you will be required to push me in my manual wheelchair therefore good general health is important.  If you don’t have your own car, we have a car available for you to use. 
My Personal Assistant must be reliable and able to work flexible hours, this will mostly be Monday to Friday but may include occasional weekends.  They must also be able to respect my privacy and have an understanding of the need for confidentiality in all areas of their work.

Main Duties 

· Support me to research different activities and opportunities to enable me to get more out of life. 
· Assist with socialising such as going to the cinema. Shopping etc.
· Assist with preparing for and attending appointments.
· Assist with meal preparation
· Supporting me with eventually building up to feeling comfortable doing things like arranging my own appointments etc.

·  Encourage me to get up out of bed in the morning; this can take more that one attempt. 

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.
Person Specification

To be my Personal Assistant you should:

· Be willing to work under my direction

· Have some experience or awareness of mental health 

· Be friendly, kind and open minded 

· 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
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