
JOB DESCRIPTION

Ref no: AP0823SW
	1.  EMPLOYER

	Parents of the boy who needs support.


	2.  JOB IDENTITY

	Post title:  Personal Assistant
	Location:  Peterhead

	Hours of Work:  

3-5 mornings per week 8 – 9.30
Thursday Afternoon / Evening 3 – 8:30pm

Saturday or Sunday 10 – 1pm

Ad hoc days out

(hours for Weekend can be flexible)
plus, additional hours for occasional overnight away days and for training. 
If interested, additional hours may be available to cover absence of other Team Members.
	Term:  
Subject to PVG Disclosure check and two satisfactory references
Permanent: 

Subject to 3 months probationary period



	
	Pay

£12.49 per hour


	4.  JOB PURPOSE AND WAY OF WORKING

	To support a 14-year-old boy with cerebral palsy to support his independent living skills such as personal care, showering, dressing, feeding, physio/exercises, communication, and sporting activities. All training will be given and shadowing till confidence is acquired from all parties. Must be comfortable working as a part of a team and independently at times.


	5.  MAIN DUTIES

	· To build a positive and trusting relationship with the boy and his parents.
· To actively listen and to give him your undivided attention.
· To support with personal care, showering, dressing, physio/exercises and sports and to promote his independence and communication as much as this is possible.
· At all times to be aware of the boy’s support needs.
· To actively motivate the boy, communicating, interacting, guiding, and assisting him. 
· To regularly consult with and report to the boy’s parents. 


	ANY QUESTIONS CONCERNING DUTIES MAY BE ASKED AT THE INTERVIEW STAGE.  TRAINING WILL BE GIVEN TO SUCCESSFUL APPLICANTS.


	6.  SUPERVISION

	Support Workers will be directed by and accountable to the employer.  It is necessary to ask the employer what the support needs of the boy are, observing the employer’s directions and requests.  It is important to maintain an open and honest relationship with the employer.  It is also necessary to respect the privacy of the family.  Confidentiality MUST be observed at all times.

	7.  PERSONAL QUALITIES

	The successful applicants should be lively and fun loving, be outgoing and have an enthusiastic and positive approach to life and activities. You must be a good listener and enjoy working with children. It is important that you are patient and calm. You must be reliable, honest, and trustworthy and be positive, encouraging in your outlook to the work and must comply with confidentiality at all times.


	8.  TRAINING

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

· Moving and Handling
· First Aid

· Physio exercises support

· Child Support and Protection

· Food Hygiene


	9.  ANNUAL LEAVE ENTITLEMENT

	28 days (5.6 week) pro rata annual leave is paid.  


	10.  REFERENCES & PROTECTING VULNERBLE GROUPS SCHEME

	A reference from 2 employers, one of which should be current or recent is required.  Employees will be required to register with the PVG (Protecting Vulnerable Groups) Scheme.  Further information can be found at www.disclosurescotland.org.uk


Person Specification
	Attributes
	Essential

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

(The attributes of the ideal candidate)

	
	
	

	Experience
	Experience of supporting children with special needs.
	Experience and knowledge of cerebral palsy.

	Education and Qualifications
	Good standard of education.
Willingness to undertake relevant study and training.
	SVQ Level II

	Skills/Abilities specific to the post
	· Good all-round communication skills, communicating clearly and sensitively.

· Good interpersonal skills

· Good, active listening skills

· Use own initiative, in consultation with the employer.
· Work independently
· Use a positive and supportive approach.
· Encourage independence and support the boy with learning new skills.
	

	Qualities
	· Positive outlook to life and activities

· Fun loving, active, outgoing, and lively personality.
· Able to form positive relationships. 

· Calm, patient, and kind.
· A sense of humour.
· Honest, trustworthy and reliable.
	Must enjoy working with children.


	Additional requirements for this post
	· Able to work flexible hours to meet

     the needs of the boy 
· Good timekeeping
	Clean driving licence. 



