Date as Postmarked

Dear Applicant 

Re: Job Ref MAE LM - Post of Relief Female Personal Assistant

Please find enclosed job description and application form for the above 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
PERSONAL ASSISTANT JOB DESCRIPTION 
A Personal Assistant (P.A.) is someone who is employed to assist me, a disabled woman with chronic pain and fatigue, in everyday living. It is important that the P.A. can listen well to my instructions and carry them out willingly, often without supervision. The P.A. should also respect my privacy, home, space and right to confidentiality. 

A Personal Assistant should be able to handle the tasks of lifting and bending.

PAY RATE

The rate of pay is £8.55 per hour

DOMESTIC DUTIES

The P.A. will be required to carry out light domestic duties. She will be given clear instructions as to how these should be completed but will often be left unsupervised and will be required to retain information and use own initiative.

Cooking:
The P.A. will be required to prepare meals, snacks, and beverages, washing dishes and tidying up after meals for the employer. 

Cleaning:
The P.A. may be required to assist in maintaining the cleanliness of the home. Tasks include hoovering, dusting and general tidying up.

Laundry: 
The P.A. may be required to assist with washing, drying, hanging and ironing clothes and bedding as well as changing beds.

Shopping:
The P.A. may be required to assist with shopping. This may involve going with, or without, the employer. Tasks may include loading and carrying of bags, handling money, and obtaining receipts.

Other household tasks:

The P.A. may be required to assist with the maintenance of the home. Duties may include general DIY, changing curtains, electrical tasks (i.e. changing lightbulbs / plugs), plant care, cleaning windows, sewing and altering clothing. 

PERSONAL DUTIES

The P.A. will be required to assist the employer with personal duties. The P.A. will have to work in a sensitive way showing respect for the employer’s dignity and privacy. The P.A. will have to retain confidential information and make judgements based on the employer’s needs and wishes.

Bathing: 
The P.A. will be required to prepare the bath and assist the employer into and out of the bath. The P.A. may be asked to assist with hair washing, and drying. The P.A. will clean and tidy the bathroom after use.

Dressing: 
The P.A. will be required to assist the employer to get dressed/undressed.

Toilet Assistance: 


The P.A. may be required to assist the employer to make ready/empty the commode when required.

Appearance:
The P.A. will be required to assist with maintaining the personal appearance of the employer, e.g. make-up, hairstyling. Also shaving legs/underarms, brushing teeth/hair, nail care, and maintaining personal hygiene.

Meals:
The P.A. will be required to assist the employer with eating. Tasks may include cutting food and pouring drinks.

Medication:
The P.A. will be required to assist the employer with taking oral medication, and applying a variety of external treatments.

MOBILITY

The PA may be required to assist the employer with all aspects of using a wheelchair and / or scooter. Tasks may include, for example, assisting the employer to go out using a wheelchair and/or scooter, pushing the wheelchair and /or scooter and may include lifting the wheelchair in to and out of taxis.

OTHER DUTIES

The P.A. will be required to assist me, the employer, to live my life as I choose. In doing this the P.A. will be exposed to confidential information and will have to offer discreet and confidential support. The P.A. will be expected to interact comfortably in a variety of settings, but must respect the employer’s confidentiality at all times.

Interests:
The P.A. may be required to assist the employer to participate in various activities. Tasks may involve interacting with friends/family appropriately, investigating access, and booking activities and transport on employer’s behalf.

Communication / Education: 


The P.A. may be required to assist the employer to participate in everyday communications and educational opportunities. Tasks may involve filing and other clerical tasks, taking notes/scribing, sitting in on confidential meetings, phonecalls, and communicating on employer’s behalf.

Paperwork/Computer work: 


The P.A. may be required to assist the employer with financial and administrative affairs. Tasks may include photocopying, completion of forms, assisting with payroll for themselves and other employees, compiling and maintaining various lists/databases and accessing the Internet.

Equipment: 
The P.A. may be required to assist the employer in the maintenance of equipment, and will be responsible for reporting to the employer any equipment that is faulty or unsafe. The P.A. may be required to assist with maintenance of electric scooter, wheelchair, walkers, and household appliances.

Other:
The employer may require assistance with any other reasonable tasks.

SKILLS AND QUALITIES

Given the tasks outlined above the P.A. should be able to demonstrate the following skills and qualities:

· Generally fit and healthy

· Cheerfulness

· Sensitivity

· Reliability and Punctuality

· Initiative

· Trustworthy/responsible

· Open and honest

· Good written and verbal communication skills

· Literacy and numeracy

· Respect for confidentiality, privacy and dignity

· Flexibility

· Ability to travel to my home address in the Blackhall / Davidson’s Mains area

ADDITIONAL INFORMATION

Details of Post:
Start date: asap.

Part time and Relief Post available. 

Part time PA to work 2 day shifts and 2 evening shifts, and 3 days shifts and 2 evening shifts on alternate weeks.

Rota arranged 1-2 weeks in advance.

Day shifts minimum of 4.5 hours usually from mid morning to late afternoon 

Evening shifts from 10pm – 11pm.
Relief post only to cover holidays and sickness.    

No overnight work required.

Contracted public holidays paid at double rate. 
Information applicable to Post:
Previous care experience preferred but not essential as training will be given on the job.  You may be required to work additional hours in the first week for training.  
Long-term availability preferred. Driver preferred but not essential.

May suit no. 41/ 29 (LRT) bus user or has own transport.

Applicants must be cheerful, flexible and reliable.
Rewarding work, excellent conditions and friendly environment.

If you wish to discuss the post further please call 0131 336 5237 or forward application to:

                   `







M.A. Elder
22 Corbiehill Grove

Edinburgh

EH4 5DU





MAE LM January 2012
	Application Form for Job Reference: MAE LM

	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.  They 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

	Have you ever been convicted of a Criminal Offence?

YES/NO


	If yes, please give details below.

N.B. 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.  Any information given will be completely confidential.

Signature :






(This must be signed in all cases)


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

	
	MORNING & AFTERNOON

Usually 11.45 a.m.- 3.45 p.m. (4 hours minimum)

Occasionally PA needs to be available between 8.30 a.m. – 6.30 p.m.
	NIGHT

Between 10pm-11pm,
1 hour generally required

	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.

SIGNATURE : …………………………………………... DATE : ………………………………………..

PLEASE RETURN THIS FORM ASAP, AND TO ENSURE DELIVERY, CHECK THAT SUFFICIENT POSTAGE HAS BEEN PAID.

                                                         

To:        
M.A. Elder

                                                                                   
22 Corbiehill Grove








        
Edinburgh

        
EH4 5DU
If you wish to discuss the post further please call 0131 336 5237.  January 2012
