Recruiting a Personal Assistant


Interviewing

An interview gives you an opportunity to find out more about each applicant and for them to find out about the job you are offering. It is a chance for you to ask questions but it should also be a chance for the interviewees to ask you questions. 

It is often useful to have someone else to assist you with interviewing. They may pick up on information you have missed or give you a second opinion. You may wish to ask them to ask some questions so you can spend some time sitting back and observing how the applicant responds. 

Preparation

Whilst you are waiting to receive the completed application forms, consider when and where you would like to hold the interviews and who you would like to support you with them. 
After the adverts closing date and when you have received all the completed application forms you should go through each application choosing the applicants you would like to interview. When reading the application consider how each individual meets the person specification within the job description. It is illegal to discriminate against applicants on the grounds of sex, race, age or disability, sexual orientation, religion or belief.   
Draw up a timetable for the interviews allowing between 30 to 45 minutes per applicant. Also allow a 10 to 15 minute gap between interviews. If you have a lot of applicants to interview it may be advisable to interview over a couple of days.  
Contact each applicant inviting them for an interview. You can either send out a letter or you can phone them. You will need to give them the time and place of the interview, how long it will last and also what documents they need to bring. Ask if they have any special requirements for the interview. 
Under the UK Prevention of Illegal Working Regulations (2004) you are required to ensure that you do not employ illegal workers.  Ask each applicant to bring some proof of identification or work permit with them to the interview. Below is a sample letter inviting applicants to an interview which includes a list of documents you can ask them to bring to the interview as evidence of their right to work in the UK. 
Prepare the questions (further on in this document is a list of example questions) and the information relating to pay, holidays etc. Decide who will ask which questions and who will provide what information. 
Finally, re-read the applications just prior to interview. 

Sample Letter to invite to interview

Applicants Address

Date

Dear

Subject: Personal Assistant Ref:   
Thank you for returning the application form for the job of Personal Assistant; I would like to invite you to an interview. 

The interview will take place on DATE at TIME and will last approx 30 minutes. It will take place at the following address: Norton Park, 57 Albion Road, Edinburgh EH7 5QY (Please see enclosed map)

Please call the Lothian Centre for Integrated Living on 0131 475 2350 to confirm if you are able to attend the interview. Please inform us if you have any special requirements. 
In line with UK Prevention of Illegal Working Regulations (2004), please bring a copy of the following (see attached sheet) with you to the interview.

I look forward to seeing you on the DATE. 
Yours Sincerely,

Please bring the original as outlined on the list below: 

UK passport 

A passport from Commonwealth countries indicating person is entitled to live in the UK 

A passport or national identity card which is issued by the European Economic Area Agreement (or Switzerland) 

A UK residence permit issued by the Home Office 

A registration card issued by the Home Office which states that the holder is entitled to take up employment in the UK. 

OR 

Two documents from the following list: 

A document issued by Inland Revenue, DWP, Jobcentre Plus, containing permanent National Insurance numbers 

Plus 

A Full UK birth certificate 

OR 
Birth certificate issued by Isle of Man, Channel Islands or Ireland. 

Combination 2 

A work permit issued by Work Permits UK 

Plus 

Passport or travel document giving permission to enter/retain in the UK and take up work permit employment. 

OR 

A letter/ISD & UK residence permit issued by Home Office confirming same. 

Please note: This list is not exhaustive. If you are having difficulty producing any of the above documents please discuss with your potential employer.
The Interview

Prepare the room so that you have good view of the applicant, and that the applicant can see all the different interviewers. Do you want to use a table? It may be useful for placing your interview question sheets on and for taking notes. It is advisable to take notes throughout the interviews as you will be hearing a lot of information from different people. You should only record what has been said in the interview, not your thoughts or beliefs about the applicant. 
Have a glass of water available for the applicant and yourself, interviewing can be a very dry experience. 

It is also useful if you can see a clock or a watch, to check that the interviews don’t overrun and that you keep as close to the prepared timetable. 

If an applicant turns up whilst you are still interviewing another applicant is there somewhere you can ask them to stay until they are called? 

The Interview Structure 

1. Welcome the applicant and introduce the interviewers. Interviews can be stressful, start by asking casual questions as these can help both you and the applicant to relax and ease into the interview process. A general chat can also provide you with valuable information and which may indicate whether a candidate would be suitable for the job. Casual questions can include: how the applicant found getting there, the weather etc.  

2. Explain the structure of interview. e.g. “We will take turns in asking a series of questions. As we ask the questions we may write notes to help us to make a fair decision at the end of all the interviews”. 
3. Each interviewer should ask two or three questions then pass on to the next interviewer. Supplementary questions in response to any question can be asked by anyone but people should wait to see if the initial questioner has a supplementary question first.

4. When the questions are finished give the information about the pay rate, annual leave, public holidays and any other details about the job. Let them know when they will hear whether or not they will be offered the post.

5. Ask if the applicant has any questions.
6. Thank the applicant for their time. 
Throughout the interview encourage the applicant with nods, give them space to answer, listen to their answers and ask follow up questions to get them to expand on their answers. If they get stuck ask if they would like to come back to that question later. Avoid closed questions i.e. which can just be answered with “yes” / “no” and also answers or questions in which you suggest the answer. 

Occasionally PA employers feel a need to justify why they are employing PAs. This can happen even with employers who are experienced at interviewing. Just remember the main part of the interview is for the applicant to sell themselves to you!!
You may find if helpful to devise a scoring system similar to the one you used when short listing the applicants. If you have included a person specification in the job description you should score against the points / attributes listed in this.  
For example:- 

Score each criteria out of 3 . 

If a candidate exceeds the criteria then score 3

If they meet the criteria then score 2

If there are indications then score 1. 

If there is no indication whatsoever they can then 0

If you have listed “Ability to work without close supervision” as essential and the interviewee answers “I have experience of working on my own”. You might score this as a 1 if they give no other evidence of how they worked unsupervised. 

If they demonstrate perhaps giving examples which you consider especially good practice you might consider this as being worth a value of 3. 

Example Interview Questions
You should ask the same questions to each applicant. You can also ask questions relating to the applicants application form for example if there is some information missing (gap in employment history) from the application or there is something you want to clarify (current job). 
It can be helpful when asking the questions to ask the interviewee to think of a time when they have had to deal with a situation like this and then explain how they dealt with it. You may also find it useful to include questions specifically focusing on aspects of your job descriptions i.e:-

“Can you give me an example either from your professional or personal life of when you’ve prepared a meal for someone with specific dietary requirements.”
(Add to or adapt these following questions to suit your needs)

1. I see you have direct experience of working with disabled people. Can you tell me a bit about this?

OR

2. I see you don’t have direct experience of working with disabled people however people often have other experiences of disability i.e. family members or friends who have a disability.  Can you tell me of any experience you have had?
3. Why have you applied to become a Personal Assistant? 

4. What qualities do you have that you think would make you a good Personal Assistant? What are your strengths and weaknesses?

5. Describe briefly what you understand this job involves. 

6. Is there anything that you would find difficult with this job – how do you feel about assisting with personal care?
7. What training do you think you would need if you were offered this job?

8. I will need to let you know how I like things done. Can you give an example of when you’ve had to follow someone’s instructions?

9. If I asked you to do something and you do not understand or I say you’ve done it incorrectly how would you deal with the situation? 
10. If I ask you to do something and you think there’s another way that you would prefer to do it – what would you do?

11. If you are working and we have a difference of opinion, how do think you would deal with this? Similarly, if you are working with another PA and you have a difference of opinion with them, how would you deal with this?

12. I live with other people who may be around when you are working; how would you deal with this?

13. How are you at cooking, what do you like to cook? Are you vegetarian; if so how do you feel about cooking meat? Do you have experience of cooking vegetarian meals? 
14. Do you have a car? Yes- would you be prepared to use it for work? 
(If you want someone to use their car for work, you will have to think about paying them for it and issues of insurance.)

15. You may have to take my dog for a walk. Do you have any experience of looking after pets? (If you have pets, it is a good idea to mention them, as some people may be allergic to them or they may prefer not to work with animals.)
16. I often go out with friends but need a PA around to support me. Do you have any experience of this? Please give an example either from your professional or personal experience. 
(You may wish to mention any other activities you enjoy doing such as gardening, socialising, and ask if the PA would be prepared to do this as part of their job.)
17. What shifts would suit you best – evenings, weekends or a mixture?

18. What other commitments do you have?

19. Would you be available at short notice to do more than your usual hours, for example if another PA is off sick?  Would you be prepared to work extra hours while another PA is on holiday?

20. If I asked your best friend to describe you with three phrases what would they say?

21. What are your hobbies / interests?

22. What is the reason for leaving your current job?
23. If you are not offered the job this time, would you be prepared to consider future vacancies?

Once you have asked the questions, you should explain some details about the job being offered.

· Rate of pay – hourly rate and sleepover rate.
· Probationary period - it is advisable to indicate that the post will be offered subject to a satisfactory probationary period.
· Sick pay arrangements
· Any pension arrangements- check with payroll whether you are obliged to give access to a stakeholder pension, if so, mention this at interview, if not, say that there is no pension plan with the post.
· Holiday entitlement – including public holidays if you are giving any.
· Shift times - if you have worked it out you may be able to let them know the hours. 
· When you will let the applicant know if they have been successful or not. This is usually within a week; however, do not make a commitment that you are unlikely to be able to keep.
· Indicate that the post being offered will be subject to evidence that the applicant is legally allowed to work in the UK. Ask at this point if they have brought any ID to the interview; make a note of what they have brought and who saw it. If they have not brought anything ask if they would be able to supply this evidence if they were offered the job. You can say that you are asking this question of all interviewees and are not discriminating against any interviewee. 
PAGE  
Page 3 of 8
LCiL Registered Scottish Charity Number: SC017954 Company Number: SC129392

