

ref: CU310

JOB DESCRIPTION FOR PERSONAL ASSISTANT

The aim of the job is to provide assistance required by me, the employer and also my son.  I am a disabled woman who lives with my children and will require support to with my own needs and that of my family.  It is vital therefore that my PA, is aware of and respectful of my home environment.

A Personal Assistant is employed to help me live my life the way I choose. Getting the right assistance when I need it allows me to lead my life independently.  A Personal Assistant will enable me to do this by listening to what I want and following my instructions. It is therefore vital that an employee has good communication and listening skills. 

A Personal Assistant should be able to handle the tasks of lifting and bending. You do not have to be strong to do the job well but general good health is important.   
The job involves assistance with a variety of tasks, so it is difficult to list every task that is expected of my Personal Assistant. 

After a period of familiarisation with the duties, many of the tasks described below will often require that the post holder make judgements based on my previously expressed needs and wishes. As such, some aspects of the post may be carried out unsupervised.

The job requires providing assistance with the following:

Personal Tasks

· Assisting me to get in and out of bed (using hoist- in house training given).  2 carers are required for moving and assisting.  
· Assisting me to get washed
· Observing and reporting condition of skin/sores

· Turn every 2 hours for pressure care (using a bed sheet to do this)

· Bed bath – use Oilatum oil in the water, and apply Oilatum cream afterwards.  
· Cleaning up vomit, soiled bedding, clothes etc

· Empty catheter bag


· Dressing and undressing me
· Assistance with brushing hair 
· Assistance with feeding me – ensure food is chopped up.  
· Assistance with lighting cigarettes

· Provide emotional support and reassurance 
Domestic Tasks

· Preparing and cooking food for employer and  the family
· Provide employer with regular fluids.  Use a spouted beaker and ensure this is kept at easy reach. 

· Washing dishes and general cleaning of kitchen

· Laundry and ironing
· general cleaning and tidying of house
· Assistance with the shopping

· Obtain medication from pharmacy 

· Assistance to look after my children/household
Supporting my son
· Ensure that he is up and goes to school.  (Generally, his brother will do this)
· Offer breakfast/cup of tea
· Required to support with homework

· Help to get organised for school the next day – bag, uniform, etc 

· Run a bath (approx. 9pm)

· Support employer to encourage son to go to bed at a reasonable hour and attend school 

· Ensure his general well-being
Social Tasks

· Help to go shopping for pleasure

· Assistance with correspondence – phone calls / letter writing

· Assistance with other leisure activities e.g. music, reading, accessing internet
· Assistance when have friends/family, being hospitable, preparing tea and coffee

Other Tasks

· Assisting nurses on their visits

· Picking up/ordering medication/prescriptions, at my request

· Assisting with positioning me in bed to ensure I’m comfortable.

· General household/garden maintenance

· Any other reasonable task

Personal Qualities
· Reliability and trustworthiness

· Friendly and easy-going

· Sensitive and approachable

· Punctual

· Sense of humour

· Smoker/smoke tolerant

I am looking for a Personal Assistant who is friendly and approachable with a good sense of humour. I would hope to employ someone who is able to fit in with my family, and would be respectful of our environment. They must be reliable, trustworthy and punctual. It is important that an employee is aware of and sensitive to my needs. As a Personal Assistant is required to work one-to one, it is important that an open and honest relationship is maintained.
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