Female Personal Assistant PRINCL

Hours: Up to 8 hours per week, to be used flexibly. 

Rate: £14.10 per hour

Area: Fenham, Newcastle upon Tyne

Purpose of job:

I am seeking to employ someone who will assist me in the workplace. 
I am employed as a social worker and as I am visually impaired, your role will be to help me with any tasks that require sight. 

This will include driving me in my own car to and from work, attending appointments, taking notes, general admin and updating computer records.

You must be able to drive and be over 25 for insurance purposes. 
You will work under my direction to meet my needs and will be accountable to me in all aspects of your work.  You must also be able to respect my privacy and have an understanding of the need for confidentiality.

Once you are settled and performing well in the role, additional hours of work may be available.

Training:

There are no formal qualifications required to do this job.  For the most part, the tasks and assistance involved can be learned through the Personal Assistant and I working together.  However, where it is required, practical training and guidance will be arranged, and the Personal Assistant will be expected to attend.

This post is also subject to a satisfactory Enhanced DBS check, which will be carried out only if you are offered the post. 

To be my Personal Assistant you should:

· Be female (This post is exempt under the Equality Act 2010 schedule 9 paragraphs 1 – 4)
· Be over 25 and have a Full UK Driving Licence

· Be reliable and trustworthy
· Be a non-smoker
· Be friendly
· Be a good timekeeper
· Be able to keep a confidence
· Show initiative and be able to accept responsibility and work on your own
· Have a good standard of education
· Be able to commit yourself to at least one month’s notice before leaving the job, except in extreme circumstances
· Must like dogs
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