CSO/NCL

Job Description
Job Title
Personal Assistant

Location
Newcastle upon Tyne (Kenton area)

Hours
5 hours4hours per week to be used flexibly 
Rate of Pay
£13.00 per hour
Purpose of Job
The purpose of this job is to support my son. Your job will be to provide him with the personal and social assistance that he needs. My son is a happy lively boy who really enjoys spending time in places where he can ‘people watch’, being out and about walking, going to parks to use the swings, trampolining, the ball pool in soft play centres and travelling on buses and metro’s.  

My son can be nervous in unfamiliar places and may want to hold hands with the person supporting him.  My son can be very determined if there is something that he wants, wants to do or doesn’t want to do and it can be challenging distracting him or persuading him against something. He also has no awareness of danger and will run, very quickly, towards something that catches his attention. 
As my sons Personal Assistant you will work under my direction to meet his needs and will be accountable to me in all aspects of your work.  You must be reliable, be able to use your initiative and be able to work flexible hours.  You must also be able to respect our privacy and have an understanding of the need for confidentiality in all areas of your work.
Main Duties
The main duties of the job are outlined below. However, because my son’s needs vary on a day to day basis, it is extremely important that your approach to work is flexible. You will be expected to carry out any other reasonable personal assistance tasks that I request.  
Personal Assistance
· Ensure that that my son is supported and supervised at ALL times, he cannot be left unattended under any circumstances. He will run towards anything that catches his attention, for example he loves water, and he can move very quickly. He also has no awareness of danger. 
· My son enjoys looking around shops, but again need to be closely supervised as he like to touch and handle things that interest him and cannot foresee that things might break.
· My son likes animals, but from a distance and may be frightened if an animal comes too close to him. 
· My son can tell you if he wants or needs something, but may not mention that he needs the toilet when he is out with you if he doesn’t know where they are/can’t see them. You will need to check with him and encourage him to use the toilet if this is the case.

· My son sometimes struggles to understand why he can’t have or do something. Depending what this is, the best way to manage this is to promise that what he is wanting will happen, but not now, it will be later. You need to let me know if you have had to do this during a shift once you return home with my son, so that I can make sure that what he has been promised happens.

Social Assistance
· Assisting my son to take part in the activities he enjoys such as going for walks, going to parks, visiting shops, travelling on buses and metros, trampolining, etc. 
Other Needs
· There may be times when my son needs to be supported in the home, if for example the weather is not suitable for him to go out.
· If you are supporting my son in the home, please respect that this is my time to get on with the other things I need to do and that I may leave you alone with him in the house. If I am present, then I am on hand for emergencies only.

· If supporting my son in the house, please support him to tidy as he goes and please leave the area that you have used in the state that you found it in.

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.  

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.

Person Specification
To be my sons Personal Assistant you should:
· Have some experience of working with disabled children or adults. Particularly children with Autistic Spectrum Disorder.

· Have a positive attitude to disability.

· Have a positive attitude towards social inclusion.
· Be willing to work under my direction.
· Be able to remain with my son at all times during a shift.

· Have good communication skills.
· You must not smoke when working.
· Not drink alcohol when working for me.
· Be confidential in your work and understand the importance of this.

· Respect my son’s privacy and that of our family and friends.

· Be patient when doing repeated tasks.

· Have good general health.
· Be reliable and trustworthy.
· Be a good time keeper.
· Be able to work at short notice.
· Be able to work in different settings.
· Be able to accept responsibility and work on your own initiative.
· Be flexible.
· Be clean and tidy to my specification

· Be able to respond appropriately in an emergency.
· Have at least basic reading, writing and number skills.
· Be a driver and have a clean licence (preferred).

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

