Job Description

Job Title
Female Personal Assistant
Hours
12 hour shifts, 8am – 8pm and 8pm – 8am waking night shift.  These may change from time to time.
Rates of Pay
£11.54 an hour (gross rate) + 5.6 weeks paid holiday pro rata
Location
York and Harrogate


Purpose of Job

A team of female Personal Assistants is required for daytime and overnight shifts to help a full-time student studying at university in York.  I am a young woman who is extremely sociable and loves spending times with friends, watching films, chatting & shopping. We need some of the team to be able to work in Harrogate during university holidays.   As I have a physical disability and need assistance with most aspects of daily living.  

As my Personal Assistant, it is important that you respect my role as your employer and be able and willing to work under my direction.  Your job will be to provide the physical assistance I need to enable me to be as fully independent as possible.  As my assistant, you must be extremely reliable and be able to work flexible hours (sometimes at short notice). 

You must be willing to learn about your role as my assistant, be able to respect my privacy and dignity and have an understanding of my independence.  I will require support to access social and leisure activities, assistance with personal care tasks, mobility and transfers.  You must be able to maintain confidentiality at all times, in all areas of your work.  You do not have to be physically strong to do the job well, but good general health is important.

Supervision
As my Personal Assistant you will be directed by and be accountable to me in all aspects of your work.  You should also ask what my needs are and listen to my directions and requests.  All personnel issues will be negotiated through me.
Main Duties

As my needs will vary it is important that the Personal Assistant is flexible about what the task involves and agrees to undertake other reasonable personal assistance that I require.

Personal Assistance

Tasks will include: 

· Assistance with all aspects of personal care: medication; supporting on a ventilator; cleaning and changing tracheostomy tubes; showering; toileting – including management of bowels; dressing; assisting with eating and drinking; etc

· Organising and monitoring medical equipment

· Assistance with all transfers using a hoist.
· You will assist me into my wheelchair.

Domestic Tasks
· Making and changing my bed.

· Domestic duties including, washing, ironing and general housework. 

· Assistance with shopping.

· Assistance with household management such as paying bills, making phone calls etc. 

· Helping prepare menus, budget for shopping, prepare & cook meals

· Shopping (food, clothes, for fun etc)

· Helping with laundry & care of clothes

Social Activities and additional needs
· You will be required to drive my motability car.
· We will go to places of my choice including shopping and university.
· Accompanying to university lectures & seminars (a notetaker from the university will be present, but you must remain in the background to give support if required)

· Watching tv together, playing games etc

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.

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.

The Probationary period can be extended at my discretion.  During the first 4 weeks of the Probationary Period, I may terminate your employment by giving one week’s notice.  During the remainder of the Probationary Period, either party can terminate employment by giving one week’s notice.

These posts are subject to satisfactory Enhanced CRB checks and references, which will be taken up only if you are offered a post. 

Additional Criteria to work with me

· To be able to work as part of a team of Personal Assistants .

· Be reliable, as it is vital that you are able to arrive for your shift promptly and inform me if you are unable to work for any reason so that I can arrange cover.

· Be patient and provide a calm and consistent approach.

· Be open-minded and be able to see things from other peoples’ perspectives and to work in a variety of situations and environments.
· Take pride in your own work, which will include good timekeeping and perseverance.
· Be self-motivated and have the ability to take a proactive role when required.

· Have a sense of humour and a mature attitude to your work, with the ability to maintain individuality whilst following appropriate care routines.

· I spend the majority of my time in the company of my assistants; therefore it is vital you are able to maintain a cheerful demeanour, even when tired or fed up!

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

Person Specification

To be my Personal Assistant you should:

· Be resilient, bubbly and caring

· Be reliable and professional - you value honesty and discretion

· Be friendly, cheerful and approachable     

· Be flexible, and can work under pressure 

· You have a full, clean UK driving licence (and possibly your own car, although the employer has a motability car)

· Be willing to work under my direction

· Have a positive attitude towards disability

· 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

· Have at least basic reading, writing and number skills

· Be sociable and enthusiastic
· Must be willing to drive my motability car
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