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Lothian Centre for Inclusive Living     


Role Description
Relief Personal Assistant (Self-employed)
£9.75 per hour
We require Relief Personal Assistants (PA’s) to support disabled people, older people or those with long-term conditions who are attending LCiL training sessions or events.  This ensures that they can attend and feel comfortable that help is there if needed.  
Individuals’ needs will vary and the key role of the PA is to respond sensitively and discreetly so that people are comfortable and able to participate with the minimum of disruption to the content of the training or event.  This allows smooth running of the event and enhances participants’ enjoyment and engagement with the activities and each other.

The facilitator of the session will brief the PA and direct him or her about specific needs of the event and/or the participants, but the PA will be expected to take the initiative in responding to individuals’ needs as required.

 Tasks 

Depending on the needs of the participants attending the group, tasks may include:

· Welcome each person 
· With the facilitator or trainer make sure that the room is set up correctly for the participants. This may involve moving or adjusting equipment or furniture.
· Assist participants out of and/or into their transport
· Assist participants with taking off and putting on outdoor wear
· Write/take notes for individuals
· Ensure adequate tea, coffee, milk, juice, water and biscuits available (provided by LCiL). 
· Support each person at meal and coffee breaks (making drinks, taking drinks and food to participants, assistance with drinking or eating)
· Clear and wash cups after breaks 

· After the event tidy the room and store equipment  

Personal Qualities 

We are looking for people who have the following personal qualities:

· Friendly and interested in people 

· Able to engage and communicate with a wide range of people

· Able to see and respond to social cues and take initiative in responding to individuals’ needs
· Sensitive and willing to work in the background
· Well organised, reliable and punctual  
· Able to respect privacy and confidentiality
· Trustworthy
· Understands disabling attitudes and behaviours 
Experience Required

Previous experience of working with people is desirable. 
Hours of work

Most events run for for a few hours during the office hours (typically 10 am -2.30 pm) and are held in various locations throughout Edinburgh and the Lothians.  Occasionally a PA may be needed to accompany a disabled person to attend a meeting, or when speaking at an event.
Employment terms

Hours are offered on an individual shift basis when training or other events are scheduled.  LCiL is unable to guarantee a minimum number of hours per month and requires no minimum time commitment from the PA. 

This is a self-employed position and Relief PAs are responsible for paying their own income tax and national insurance contributions on fees paid. Relief PA is responsible for their own travel costs.
General Information:

Lothian Centre for Inclusive Living is a disability led organisation with an equal opportunities policy ( LCiL is committed to striving to provide fully accessible services ( Information and training material is available in various accessible formats ( LCiL offers personal assistance and help with transport in order to address potential barriers to participation in training events ( LCiL has a policy of employing disabled trainers to deliver its training programme.
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