Date as Postmarked

Dear Applicant 

Re: Job Ref SEB1/12/KS - Post of Personal Assistant

Please find enclosed job description and application form for the above post.
If posting your application please ensure that you place the
Criminal Convictions Declaration section in a separate self addressed envelope and enclose it with the rest of the application. Applicants who fail to do this will NOT be considered for the post.   
Lothian Centre for Inclusive Living is only passing this information on to you on behalf of an individual employer. If you are short-listed you will be contacted by our client. 

If you do not hear from them within four weeks from the closing date, you can presume the post has been filled. Unfortunately we are unable to write to those who have not been short-listed for interview. 

Thank you for applying for the job and Good Luck with your application!

Yours faithfully

Admin Support

Independent Living Team
JOB DESCRIPTION FOR PERSONAL ASSISTANT/DRIVER
JOB OUTLINE

The employer, who lives in central Edinburgh, is a single professional woman now retired.  She is a wheelchair user and requires assistance with all aspects of everyday living.  As can be seen below, this implies a large variety of work tasks arising from the employer’s busy and often chaotic lifestyle.

The normal expectations of the personal assistant will be that she works a variety of shifts; these include day shifts (11am-5pm), weekday overnights (5pm-11am the next day) and weekend overnights (11am-11am the next day). Overnight shifts include rest/sleep periods.  Some flexibility is required, eg to cover staff holiday or sickness.

Successful applicants are appointed for an initial period of 3 months; towards the end of this period, the employer will meet formally with the personal assistant to review the feelings of both parties, with a view to extending the post indefinitely.  Reviews will be held regularly thereafter (annually or as appropriate).

Smokers may be appointed, but must not smoke in the house/presence of the employer.  

WORK TASKS

1
Personal care

A
To assist with morning/evening routines: -

· Dressing/undressing

· Washing/bathing (using hoist)

· Transfers between chair and bed (using hoist)

· Positioning in bed (+ re-positioning during night) and chair

· Assistance in the use of some medical equipment (training given)

B
To assist with toileting (using hoist)

C
To assist with personal grooming (hair, nails etc.)                  

2
Domestic tasks
A
To assist with preparation and serving of food (including feeding)

B
To assist with all basic household tasks (cooking, cleaning, ironing etc.)

C
To assist with employer’s personal organisation (filing, tidying of books, clothes, personal possessions etc,)

D
To clean wheelchair/inside of car as necessary

E
To assist with shopping

F
To assist with basic gardening tasks

G
To clear snow from front of house etc.

3 Driving and associated tasks

A
To drive employer’s car as required

B
To assist employer in and out of car and at the destination (e.g. help with outer clothing)

C
To assist employer with tasks outside of the home, inc taking notes

D
To accompany employer to meetings, functions and social events

E
On occasion, to accompany employer on holiday/to conferences out of town

F
To assist with car maintenance/servicing

The above sections list the main tasks of the post.  Clearly, these categories may not be fully comprehensive, and the employer reserves the right to request the personal assistant to perform any other reasonable task not here identified.  

The job of a personal assistant requires little in the way of qualifications and previous experience.  Applicants MUST however be reliable and should bring with them the qualities of enthusiasm and self-confidence, sensitivity and flexibility, and most importantly humour and a commitment to good communication.

PAY RATE (gross): hourly - £8.75 

January 2012/SEB
         

Current vacancy is for 40 hours (approx) per week; these will include 2 overnight shifts.  

	Application Form for Job Reference: SEB1/12/KS

	NOTE: Please complete this application form accurately, giving as many details as possible of your skills and experience relating to this job application.  Short listing will be based on the information gathered from the form, read in conjunction with the job description.

	Applicant’s Details

	Surname:

First Names:

Telephone:

Mobile:

Email:
	Address:





















Postcode:







	Education/Training (please continue on a separate sheet if required)

	
	From
	To
	Qualifications Obtained

	
	
	
	

	Current / Previous Employment (please continue on a separate sheet if required)

	Position
	From
	To
	Main Duties and Reason for Leaving

	
	
	
	

	Personal Statement – Experience, skills and general comments.

	NOTE: After reading the Job Description carefully, consider what skills and experience you have that are suited to this post (these need not have been gained in paid employment and may include special interests relevant to the post).  If you need additional space please use a separate sheet.

	

	Do you have a current driving licence

YES/NO

	Please state whether Provisional or Full licence.  Detail any endorsements below.

Do you own a car?

YES/NO

If yes, would you be prepared to use it for work?

YES/NO

	When would you generally be available to work? (Please tick)

	
	Morning
	Afternoon
	Evening
	Night

	Monday
	
	
	
	

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	
	
	
	

	Saturday
	
	
	
	

	Sunday
	
	
	
	

	When would you be available to start work?

	

	Where did you see this job advertised?

	

	Please name two people who can be contacted to provide references

e.g. former employer, college tutor, other professionals – not friends or relatives.  

	Name:
	Name:

	Position:
	Position:

	Relationship to you:
	Relationship to you:

	Address:

Tel. No.
	Address:

Tel. No.


I declare that, to the best of my knowledge, the information I have given is true and correct.  I understand that deliberately providing false information could lead to my dismissal.
Signature :




 Date : 

Please return this form so that it is received by the closing date of 10 FEBRUARY 2012.  

Completed application forms (and self disclosure) can be returned by e-mail to pajobs@lothiancil.org.uk. (Please leave the signature box blank, as you will be asked to sign the application form at the interview, if invited).

To ensure delivery, please check that sufficient postage has been paid.

 To : 
LCiL
Norton Park Centre


57 Albion Road

Edinburgh 
EH7 5QY
Criminal Convictions Declaration

Name:

Position Applied For:





Job Reference:SEB01/12/KS
Because of the nature of the work for which you are applying, this post is exempt from the provisions of section 4 (2) of the Rehabilitation of Offenders Act 1974 (Exemptions Order 1975).  Applicants are not entitled therefore to withhold information about convictions which, for other purposes, are ‘spent’ under the provisions of the Act.  

Should you be appointed to the above position you will also be required to provide permission for a Standard/Enhanced disclosure under the terms of the Police Act 1997 (Part v).

Any information given will be completely confidential.

Do you have any criminal convictions (spent or unspent) or any which are pending against you?     

No      (If you have no convictions and no action pending against you please go to part 2 and sign the declaration form). 

Yes     (If you have conviction(s) please go to part 1).

Part 1

a) Please give the date and details of the conviction(s) that you were charged with, the sentence that you received and the court where your conviction(s) was heard. 

b) Please give details of the reasons and circumstances that led to your offence(s).

c) Please give details of how you completed the sentence imposed, 

for example: 

· Did you pay your fine as required? 

· What conditions were attached to your probation, community service, supervised attendance order? 

· Did you comply with the requirements of your order/custodial sentence?

d) Has any other organisation(s) supported you to work through any of the above issues?

e) What have you learned from the experience?

Part 2

Declaration (I certify that all of the information contained in this form is true and correct to the best of my knowledge and realise that any false information or omissions may lead to dismissal. I give permission for my employer to seek an enhanced disclosure from Disclosure Scotland under the terms of the Police Act 1997 (Part v)).

Signature:                                                Date:                                       .

The information given in this form will be treated in the strictest confidence. 

In the interest of fair practice, please seal this form in a self addressed envelope and enclose it with your application, if emailing, this will be printed and put into a sealed envelope to then be given to the employer.
