Date as Postmarked

Dear Applicant 

Re: Job Ref CC-SDED18  - Post of 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
JOB DESCRIPTION

Female Personal Assistant for creative lady with M.E.
Two permanent posts based in St Leonard's (Southside) 

Post 1: 3 hours / week on a fixed day

Post 2: 6 hours / week on two fixed days

The shifts are from 2pm - 5pm (regular days to be agreed)
Rate of pay: £8.90 per hour

Closing date: open until filled 
Please indicate your regular availability on the application form. Once we have agreed which day(s) you will work these will be your regular hours. 

The post qualifies for paid annual leave, accrued per month based on hours worked. 

Please note this is not a short-term or casual post. I will strongly prefer people who are settled in the Edinburgh area and not here temporarily, and who do not smoke. Due to the regular commitment involved it is unlikely to suit undergrad students. 

The post is subject to PVG checks. 

Description

This is a rewarding post for a caring, reliable individual who enjoys cooking vegetarian food and can fit the post around their other work. 

The aim of the post is to provide practical and emotional support to an intelligent, interesting and humorous 42 year-old lady with M.E. who, when able, is a writer and songwriter. I am  housebound and my condition means my mobility is really restricted, I have very low immunity, chronic illness, stress, anxiety and exhaustion, and a sensitivity to light, chemicals and excessive noise. 

List of duties

· Prepare nutritious vegetarian food

· Emotional support and friendship

· Suggest meals from scratch or from the ingredients I have

· Shopping and suggestions on any things needed

· Laundry and some cleaning of (small) flat

· Help with my very small garden, watering in summer

· Collecting books and CDs from the library 

· Help with any leisure activities

· Any other reasonable task

My interests include reading, music, films, writing and songwriting, listening to the radio (Radio 4 comedy and drama, documentaries) and meditation. When more able I sometimes gave poetry or story readings, played piano and liked going to open mics, and hope to again some day. I ran a small writing group with a friend and have had a book of poetry published.

Essential qualities

Because even mild colds worsen my condition, it is crucial you have a strong immune system so there is a minimal risk of bringing infection into the home. You should not be exposed regularly to those susceptible to bugs (eg young children). It is a condition of the post that you do not turn up for a shift with any potentially viral symptoms. If you suffer from allergies or any condition that gives similar symptoms to a cold or other infection, the post will not be suitable.
You should be willing to avoid strong chemicals, perfume and smoke. I get quickly exhausted and brain-fogged if someone is very chatty or talks fast, so it is important you are calm and sensitive to how I feel. The post does not involve making decisions on my behalf or offering advice about my condition!

· Strong immunity and good general health

· Relaxed and decisive about not coming in with any possible viral symptoms

· Calm, positive attitude, awareness of my situation

· Sensitive, caring and emotionally stable

· Sense of humour

· Similar interests

· Punctual, reliable and trustworthy

· Non-smoker preferred

· Fluent English

· Permanent resident in the area

· Able to commit to the post long-term

Essential experience

· Cooking healthy vegetarian food

· Giving support or care (could be informal)

Please indicate on the form how you meet the essential qualities and why you would like the job. Your interest is very much appreciated!
	Application Form for Job Reference: CC-SDED18

	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

	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 : 
Completed application forms can be returned by e-mail to pajobs@lothiancil.org.uk.
To ensure delivery, please check that sufficient postage has been paid.

 To :
LCIL


Norton Park Centre

57 Albion Road


Edinburgh


EH7 5QY
