EJANCL01

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

Reporting to: Direct Payment Employer
Location: Gosforth
Hours of work: There are a variety of shifts available and you are welcome to apply for a combination of shifts to suit the amount of hours you are looking for. Hours available will cover the following and can be discussed at interview.
Term Time
Monday to Friday 7:00am – 9:00am

 

School Holidays - a variety of shifts are available and 2:1 support is provided
Monday to Friday 9.30am - 3.30pm

Monday 12 - 3.30pm

Wednesday & Friday 12.30pm - 3.30pm

 

Weekends all year round
Saturday 3.30pm - 9.30pm

Saturday 11.30am - 3.30pm

Sunday 9.30am - 3.30pm

Rate of Pay: £12.50 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. 
You will play an important part in helping them to do what matters to them, take part in activities that are important to them and that they enjoy doing, enabling them to have fun, see their friends and lead a good life.

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 other PAs to support the children on a one to one or two to one basis. 

Evie is 15, 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 13, 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. 

They may sometimes need support with their behaviour, and work through the variety of emotions that come with being a teenager. 

As with all of us Joe will become frustrated and upset if he feels he is not being listened to, understood or his needs are not being met. 

A calm and patient approach is essential.
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. 
They have different routines during the day and what you will be involved with will depend on what shifts you are working, but below gives an idea. It is important to be flexible. 

The Morning Routine
On a school morning you will enable a smooth transition from waking up, getting dressed, to boarding the taxi for school
The morning routine is kept relaxed.
Both Evie and Joey can be noisy at times, but don’t enjoy listening to each other’s noise first thing. I try and keep them separate in the mornings and they can then have their own space and time. 

Both children will have a bath or shower 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 dressing gown and then chill before getting dressed. 
Joe requires some coaxing in eating.
After School/weekends
Taking the children out and about to activities they enjoy and supporting them to get the most out of those activities. Hanging out with them in the house and playing with them. 

On a school day you will meet them off the taxi and welcome them home. 

Being led by myself and the children you will support them in the house, they may choose to chill, play, listen to music or play in the garden.
After school time/weekends 
These hours are to be used going out and having fun, going to activities, and supporting them to try new things. The most important part is that they have the same opportunities as any other young person their age. 
Evening Routine 

The evening routine usually begins at 8:30pm, it is kept relaxed and usually involves a bath, snack and story

You will be supporting all aspects of their evening and bedtime routines including bathtime, bedtime.
.
Personal Care
· Support the children in their morning and evening routines
· Support to bathe
· Support with toileting
· Support to get dressed

· Support with cleaning their teeth 

· Support in making choices for meals and snacks 
· Support in preparing meals and snacks
· Support in skills around eating
Domestic duties:

· Changing bed linen if required
· Encouraging the children to put their dirty clothes in clothes basket

· Tidying up the bathroom after bath/shower time e.g. hanging up wet towels, putting toiletries away etc 

· 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 and supporting them to tidy up any toys that they have played with

· Preparing snacks for the kids

· Tidying up kitchen after making/eating snacks
Communication

Joe communicates via gestures, simple signing and symbols.
Evie will communicate verbally, with short phrases and communication must be simple and with short instructions. 
Good Support

As the children are growing older and will need support throughout their teenage years and into adulthood it is very important that they begin to recognise what good support looks like. You will work with me to ensure age-appropriate boundaries are in place that show them what good and appropriate support looks like. It is important that you demonstrate respect, and the importance of dignity. You will also support them to make good, safe choices and to ensure that they have choice and control over the things that matter to them. 
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
· Driving licence preferrable
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.
