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Example

JOB DESCRIPTION 
Job Title:

Personal Assistant

Location:

 Ross-on Wye

Rate of Pay:
£7.63 per hour. This is a flat rate of pay that takes account of unsociable hours and weekend working.

Hours:
I need 2 Personal Assistants to work …….. hours per week between them. The hours will normally be:

If one of my Personal Assistants is sick or goes on holiday the other P.A will be asked to provide cover. 

If I require additional support at other times I will try to give as much notice as possible, an ability to be flexible would be an advantage   

ABOUT: Direct Payments /Individual Budgets 

In 1996 Local Authorities were given the power to provide disabled people with their own budgets to purchase the assistance and care we need to live independently. The disabled person gets a ‘Direct Payment’, and many people will use the money to employ Personal Assistants.  In 2009 disabled people were offered Individual Budgets, these allowed for a more flexible approach in having support in your own home. Individual Budgets have given a disabled person greater control, flexibility and choice over their day to day living arrangements.

I should stress that I will be your employer and have full responsibility for recruitment, contracts, supervision, pay, training etc.  A support service assists me in meeting my responsibilities as an employer. 

ABOUT ME

I live with my partner in Ross- on- Wye. I am in my mid-fifties and have an illness which is making it more difficult for me to do everyday tasks. I work as an admin assistant at my local school 3 days a week. I have been doing this for 5 years and wish to continue with it as long as my health permits.
I have 2 grown up children who have left home and have children of their own.  I am often called on for babysitting duties!  I am looking for a personal assistant who has a friendly and relaxed attitude to life.
MAIN RESPONSIBILITIES

· I require support with all aspect of my personal care. You would be helping me with tasks such as bathing and dressing.

· You would be assisting me with all domestic tasks for example making and changing of beds, dusting and cleaning of rooms, laundry and ironing, etc.
· You would be helping me with shopping and other associated tasks, I would need you to help me out of my vehicle and be able to load and unload wheelchair, bags etc.
· Preparation and cooking of some meals – you do not have to be a fantastic cook. You would need to wash up and leave the kitchen clean & tidy afterwards.
· At times you would be helping me go to various events; to assist with any personal care needs, obtaining drinks and refreshments and taking notes.
· If we agree between us, coming with me on occasional visits to friends, family and on holidays (I will meet all agreed expenses).
· I will need your assistance with any other jobs that will help me remain independent e.g. helping to sort papers and letters.
ADDITIONAL FACTORS
· Previous experience of similar work is desirable but not essential, as I will make sure you get the training you need. 

· Once you have settled in there may be times when you are working on your own, having a degree of common sense and initiative would be an advantage.

· I will expect you to undertake some core training and I will give you the opportunity to attend any other training that will develop your skills and abilities.   

· I am a non-smoker; although I prefer having P.As that do not smoke if you do I would ask that this is done outside in break times.

· There will be times when I do not need your support, for example when I have visitors, during these periods you would need to be able to occupy your time.
· You will need to be sensitive to my wish for privacy, and also to respect my need for confidentiality at all times.

PERSON SPECIFICATION ( example )
· Job Title: Personal Assistant
	Criteria
	Essential


	Desirable

	Education &

Knowledge 
	
	A knowledge of Direct Payments and Individual Budgets.

	Skills
	Good communication skills.

Ability to work well as part of a team.
	Basic cookery skills

Basic gardening skills (or a willingness to learn)

	Experience


	
	 Experience of working with disabled or older people

	Other


	Car driver/ owner

Physically fit enough to undertake manual handling tasks


	

	Personal

qualities
	Ability to work on own initiative 

Patient and calm

Empowering

Good sense of humour

Flexible
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