Job Description
Job Reference Number: LG0424DM
Job Title:     Personal Assistant             
      Reporting to:    The employer will be Mum         
      Location:     Gourdon 
      Rate of pay:      £11.22 per hour 
      Hours of work:
Up to 10 hours per week. Flexible and to be discussed at interview.  

Nature of the job role: 
· Excellent communication skills and the ability to engage with people in a positive and supportive manner.
· Reliable and punctual, with a commitment to fulfilling scheduled visits consistently.

· Enthusiasm for engaging in a range of activities, including some excercise.
· Adopting a holistic approach, valuing the uniqueness of each individual.
· Prior experience in caregiving, mentoring, or working with individuals with additional support needs is preferred but not required.
Main duties: 
· Assisting with daily tasks: Provide support with activities of daily living, such as meal preparation, housekeeping and prompting with personal care tasks. 

· Assisting with Developing Travel Skills: Involve individual in trip planning and decision-making, practice using public transportation, using cash/debit card, or mobile payment methods and consider problem-solving skills to build confidence and gradually increase independence. 
· Safety monitoring: Be vigilant about her safety and well-being, especially in unfamiliar or potentially overwhelming environments. Provide guidance and assistance as needed to navigate challenging situations.
· Community Engagement: Help facilitate participation in community activities, hobbies, and interests. This may involve researching and arranging opportunities for recreation.
· Maintaining Confidentiality: Respect her privacy and maintain confidentiality regarding personal information and sensitive matters.
· Emotional Support: Offer emotional support and reassurance during stressful situations or times of heightened anxiety. Practice active listening and provide encouragement as needed.

     Training below will be offered and paid for by the employer:

Training will be provided as Required

Annual Leave:

28 days pro rata annual leave is paid. The employer does not recognise public holidays.

Desirable:

Caring, presentable, reliable and punctual.
References and Protecting Vulnerable Groups (PVG) Scheme:

A reference from 2 employers, one of which should be current or recent may be required.  Employees may be required to register with the PVG Scheme.
Cornerstone’s Self-Directed Support Service exists to support people to employ their own Personal Assistants and/or purchase services using SDS Payments.  As an organisation we are not the employer but merely assist people to recruit staff when required.  If you are employed, your contract will be with the person in receipt of the SDS Payment and not with Cornerstone.

Person Specification

	Attributes
	Essential

(The minimum acceptable levels for safe and effective job performance)
	Desirable

(The attributes of the ideal candidate)

	
	
	

	Experience
	Experience of working with adults/children with additional support needs
	Experience of working with people in their own home and in the community


	Education and Qualifications
	Good standard of education

Willingness to undertake relevant training


	

	Skills/Abilities specific to the post
	Ability to:

· Communicate clearly and sensitively

· Use own initiative/self-motivation
· Be flexible and adaptable

· Work independently or as part of a team

· Use a positive and supportive approach
	Ability to:

Form positive relationships with family

	Inter-personal and social skills
	Good communication skills

A happy disposition
	

	Additional requirements for this post
	Reliable
Good timekeeping
	Valid driving licence and access to a vehicle with business insurance




