JOB DESCRIPTION
 Reference: BF0924EB
	1.  EMPLOYER

	The client is the employer.  


	2.  JOB IDENTITY

	Post title:   Personal Assistant
	Location: Fordoun, Laurencekirk

	Monday to Friday relief cover.
Weekend relief cover.

Hours can be flexible/negotiated.
	Term: Permanent: subject to a three-month trial period. Subject to references and PVG.

	 Pay rate

	£13.86 per hour.


	3.  JOB PURPOSE AND WAY OF WORKING

	Personal Assistant required to assist father and daughter within the family home, and to assist with outings and activities 

	

	4.  MAIN DUTIES

	· Gentleman wheelchair user and his teenage daughter who has Downs Syndrome; therefore, both require additional support 
· Ensure personal hygiene standards and infection control with food preparation and personal care
· Work with family to ensure the needs of clients are met, always ensuring safety
· Social interaction out with and within the home

· Ability to work flexible hours
· Able to work as part of a team 
This list is not extensive and other support might be required.  Employer will discuss on daily basis with Personal Assistants.

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


	5.  SUPERVISION

	Personal Assistants will be directed by and be accountable to the employer. It is necessary to ask the family what their care needs are, observing their directions and requests. 


	6.  PERSONAL QUALITIES

	Personal Assistants must be reliable, trustworthy, patient and punctual.
Must be able to work with the employer and any other assistants to achieve the best possible level of care for the client.  Must respect the privacy of the family and confidentiality of any information obtained within the care setting.


	7.  TRAINING

	Although experience desired, full training will be given and paid by the employer if necessary.  Any further questions can be discussed at Interview stage.


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 people with support needs.
	Experience of caring in health, social care or voluntary settings.

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

	Skills/Abilities specific to the post
	Ability to:

· Accept delegation and work independently 
· Work well in a team
· Create and maintain a good relationship with the employer and his daughter

· Respect family privacy

· Good verbal and written communication skills
	Awareness of adult protection issues.
Hoist Awareness (though training will be given).


	Qualities
	Ability to 

· Remain calm and composed in challenging situations

· To work in a nonjudgmental manner

· Work to guidelines and procedures

· Abide by the confidentiality statement signed at the start of employment.
	Have the ability to use initiative

	Additional requirements for this post
	Good timekeeping and a degree of flexibility to meet the needs of the family.
Valid driving license and ability to drive mobility vehicle. 
	


