SMC/NCL


Job Description
Job title

Personal Assistant

Hours

Flexible hours during school holidays only
Rates of pay
£14.00

Purpose of Job
My name is Elle, I am looking for a personal assistant to work with my son Shaye. Shaye is 14 years old and is a very happy and social little boy. He has autism and has difficulties with communication. 

He is always full of energy and loves to cuddle and be around other people. Shaye lives in the family home with me and his older brother. He has a close relationship with his brother, and they like to spend time together. 

The main purpose of the role is to go out and about with Shaye to enable and support him to take part in different social activities, this includes swimming, going to soft play and going to the park. Shaye loves outdoor spaces and being in the fresh air. One of his favourite places to visit is Ponteland Park. He also enjoys going to the airport and watching the aeroplanes taking off and landing.
We would like a Personal Assistant to work hours in the school holidays to provide some relief for me so I can get on with housework etc. Hours can be worked around your commitments, and we can be flexible. 

We would prefer a driver with their own car however this isn’t essential as Shaye enjoys being on public transport.

As Shaye has autism, he has no awareness of danger at all, so you will need to be physically capable of running after him if needed and keeping him close to you when walking around. He uses a harness when walking around and sometimes a buggy, it just depends on how he feels. 

Shaye has very limited communication and often uses one word to let you know how he feels or what he wants. As you get to know Shaye you will understand his ways of communication, his likes and dislikes.

Shaye also has epilepsy, so understanding how to manage this is an essential part of the role.

Shaye can use the toilet and will use them if nearby. 

Shaye is not good in big crowds but is okay with walking through places such as town and the metro centre, if the crowds do get too much for him you should be prepared to comfort him and to go somewhere else. 

Shaye also requires support with eating, I will provide him with a packed lunch each day and as he can’t feed himself you will need to support him with this. He can sometimes use a spoon and so may want to use this himself if he has a yoghurt or similar. 

As Shaye’s Personal Assistant you will work under our direction to meet Shaye’s needs. Previous experience of working with children is preferable, particularly children with Special Needs, or people with an Autism Spectrum Disorder.
We are looking for somebody who is reliable, punctual and prepared for some flexibility in their working 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.

Shaye’s Personal Assistant must be able to handle all aspects of behaviour associated with autism. Some physical skills will occasionally be required e.g. lifting Shaye down from play equipment. Good general health is important. We consider patience and enthusiasm to be essential attributes for this job.
Main Duties

As Shaye’s and the family’s needs will vary it is important that the Personal Assistant is flexible about what the work involves and agrees to undertake any reasonable Personal Assistance tasks, we request e.g. accompanying the family on outings. You will be required to carry out the following tasks on a flexible basis:
Personal Assistance

· Assisting Shaye with eating and drinking
· Helping Shaye with toileting, including washing hands and changing clothes if necessary.
· There may be times when you will support Shaye with bathing and getting dressed
Social Assistance

· Supporting Shaye in fun and stimulating activities inside and outside of the home.

· Spending time playing with and talking to Shaye.

· Supervising Shaye to ensure he is safe and generally responding to his needs.
· Assisting Shaye to take part in different activities such as soft play, going swimming, going to the part and any new activities
Training

There are no formal qualifications needed to do this job. The tasks and types of assistance involved can be learned through the Personal Assistant working with us. Basic training is required relating to Shaye’s epilepsy.
Person Specification

To be our son’s personal assistant you should:
· Have some experience of working with disabled children or adults.  Particularly adults with Aspergers Syndrome/Autism and challenging behaviour. 

· Have a positive attitude towards disability

· Be willing to work under our direction

· Be able to work flexibly to meet our son’s needs

· Have good general health

· Be a driver and have a clean driving license (preferred) 

· Be reliable and trustworthy

· Be a good timekeeper
· Be able to work at short notice

· Be able to work in different settings

· Not discuss our household and domestic circumstances with others, other than with my specific permission

· Keep information gained in the course of your employment     confidential 

· Be able to respond appropriately in an emergency

· Be able to accept responsibility and work on your own initiative

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

· Be patient when doing repeated tasks

· Have at least basic reading, writing and number skills 

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

