Recruiting a Personal Assistant


The Job Offer

At the end of the interviews, take some time to consider all the applicants; by going over the notes you have taken and discussing each applicant with the other interviewers. If an ILO has supported you with interviews they will only be able to provide factual feedback and not personal opinions. It is advisable to have some kind of scoring system in place so that you can justify your decision should an interviewee challenge you and suggest you have discriminated in an illegal way. 

You do not need to let the applicants know whether they have been successful on the same day; allow yourself a couple of days to a week to weigh up your options. 

It is advisable to draw up a list of the applicants who are most suitable for the job. Some applicants who are offered the job turn down the offer, so you need to have a 2nd or even 3rd choice. 

Once you have made your decision on who you would like to employ phone them to offer them the job. Be clear what job you are offering, the hours, the payrate and if there is a probationary period. Send out 2 copies of a letter detailing all the above requesting them to sign both and to return 1 to you, this will form part of the employment contract (see sample offer letter below). 

If you have indicated on the job description that the successful applicant is required to have particular qualifications, training or licences i.e. a driving licence, it is reasonable to ask applicants for proof. You can ask them to bring copies of these qualifications with them in their first week of employment. It is good employment practice to make sure the applicant knows that copies of any relevant documents will be held on their personnel file.
Documents which provide evidence of the persons right to work in the UK should be seen prior to them starting work. You can ask interviewees to bring the relevant documents to the interview see the information notes on Interviewing for a list of expectable documents. 
It is always wise to take up references on a prospective employee but make sure that you have the applicant's authority before you contact the referees he/she has nominated. For further guidance on references please see LCiL’s information notes on References.

Offer of Appointment Letter

Address 

Date 

Dear 

Offer of appointment as Personal Assistant ref. 
Further to your recent interview, I am pleased to offer you employment as a Personal Assistant on the following terms detailed below: 

1. 
Your start date is ………
2. 
The payrate is £….. per hour 
3. 
Your normal hours of work will be…. However, you may be required to work such additional hours as the needs of the employer requires. 

4. 
You will be entitled to 4.8 weeks holiday per year, in addition to … public holidays. A week being the equivalent of the number of days or hours usually worked in a week
5. 
Your employment will initially be for a 3 months probationary period, you will be based at ADDRESS. During this time, the employer will assess your performance and conduct, and it reserves the right at any time during this period to terminate your employment with one week’s notice or payment in lieu thereof, subject to compliance only with the statutory dismissal and disciplinary procedure. During this period, you are also required to give one week’s notice if you wish to terminate your employment for whatever reason. Periods of notice thereafter are set out in full Terms and Conditions of employment. The employer also reserves the right to extend your probationary period should it deem this necessary
6. 
You may be entitled to statutory sick pay, under the relevant legislation.  This is only payment for sick leave and entitlement is dependent on factors which include pay and length of incapacity.  There is no entitlement to statutory sick pay for the first (3) days missed through illness.
This offer of employment is conditional on the following documentation being obtained:
(An Enhanced Disclosure Certificate issued by the Central Registered Body in Scotland. 
(Proof of your stated qualifications - please bring these with you on the ……
(Evidence of your right to work in the UK – again, please bring an original document with you on the ………
(Two satisfactory references for you. 

Copies of the above information will be held on your personnel file. 

Once I have received the above information you will receive a copy of the written terms and conditions of employment which you will be asked to sign. The statement of terms and conditions of employment, with this letter and the job description, form your contract of employment.

If the above is satisfactory and you wish to accept this offer of employment, could you sign and date the attached duplicate copy of this letter, which shall serve as your acceptance of this offer. 

May I take this opportunity of welcoming you to work with me.

I look forward to hearing from you.

Yours Sincerely

I accept the offer of employment on the terms set out in this offer of appointment letter.

Signed……………………………………………….

Dated………………………………………………..

Unsuccessful applicants should receive a prompt and courteous letter. A polite and gentle let down will enhance your reputation as an employer and encourage the applicant to try again if another position becomes available.

Sample Letter for Unsuccessful Interviewees

Address

Date

Dear 

Re: Personal Assistant ref.
Thank you for attending an interview on DATE in respect of the above post.

The calibre of applicants interviewed for the post was extremely high, after giving careful consideration I regret to inform you that your application has been unsuccessful on this occasion.

I would like to take this opportunity to thank you for expressing an interest in the post and to wish you well in your job search.
Yours sincerely,
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