
Job Description
Job Reference Number: AW1225DM


Job Title:      Personal Assistant/Driver

Reporting to:    Employer will be the mother of the young person requiring support. 


Location:    Westhill (pick-up) – Inverurie (day service)


Rate of pay:  £12.60 per hour


Hours of work: 12 hours per week worked Monday - Thursday, approximately morning pick-up and afternoon return (exact times to be discussed)

Nature of the job role

To provide safe, reliable transport and supportive assistance for a 17-year-old girl with additional support needs, ensuring she arrives at her day service in Inverurie and returns home safely at the end of the day. The role aims to promote her comfort, wellbeing, independence, and positive daily routine.

Main duties:  

· Safely transport the young person from her home in Westhill to her day services in Inverurie and home again.
· Ensure she is comfortable, calm, and emotionally supported during travel.
· Assist with entering and exiting the vehicle where needed.
· Maintain good communication with the family and day service staff regarding pick-up/drop-off times or any issues arising during travel.
· Provide a consistent, reassuring presence and build a positive relationship with the young person.
· Respect and uphold the young person’s dignity, confidentiality, and individual needs at all times.
· Follow all training and guidance provided, including awareness of her specific support needs.
· Maintain the vehicle in a clean, safe condition and follow vehicle-use guidelines of employer’s vehicle.
· Adhere to health and safety standards, safeguarding practices, and agreed risk assessments.


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

Full training will be provided. 

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

Desirable:
Caring, active, reliable and punctual.

References and Protecting Vulnerable Groups (PVG) Scheme:
A reference from 2 employers, one of which should be current or recent will be required.  Employees will also 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 working with people. 
	Experience supporting young people or adults with additional support needs.

Previous experience in a caring, driving, or support-focused role.

May suit a retired or semi-retired individual, or anyone seeking rewarding part-time, person-centred work.

	Education and Qualifications
	Good standard of education.

Willingness to undertake relevant training.

	SVQ Level 2.

	Skills/Abilities specific to the post
	Ability to:

· Communicate clearly and calmly.  
· Use own initiative/self-motivation
· Be flexible and adaptable
· Work independently 
· Use a positive and supportive approach
· Always ensure the safety and well-being of the person

	Ability to:

Form positive relationships with family.

	Inter-personal and social skills
	Reliable, punctual and trustworthy.
	

	Additional requirements for this post
	Safe, confident driver with a valid, clean driving licence.
	





