Date as postmarked

Dear Applicant 

Re: Job Ref BH LM
Please find enclosed job description and application form for the post with the above job reference.

Lothian Centre for Inclusive Living is 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 that you have been unsuccessful. Unfortunately, we are unable to write to those who have not been shortlisted for interview. 

Thank you for applying for the job and good luck with your application.
Yours faithfully

Admin Support

Independent Living Team

Ref BH LM

Job Description for Personal Assistant
Pay Rate:           £12 per hour
Hours:                Full time or part-time, 8.30 am – 6.30 pm weekdays; weekend hours available             
Closing Date:     None.  Please apply asap.
Location:  
     Cramond, Edinburgh
Summary
Fun-loving and sociable, learning-disabled young person seeks enthusiastic and committed personal assistants to help him with all aspects of daily living. Despite a number of health issues, including epilepsy, he has a great desire to live life to the full and to enjoy himself.  This job provides an opportunity to make a real difference for this young person as he starts his adult life.  
We are looking for a number of personal assistants who will work on a 2:1 basis alongside the young person's family to provide care, assist in all aspects of the young person's daily living and tailor an interesting and appropriate timetable of activities.  The young person enjoys company but communicates mainly using vocalisations, gestures and his communication device.  Good communication skills are essential.  The job will involve personal care, maintaining the young person's safety, administering medications and moving and handling, including the use of a hoist.  Experience in hoisting and the use of PEG preferred but not essential - training will be provided and shadowing is available.  
We are looking for candidates who are reliable, trustworthy, friendly and easy-going.
Responsibilities
Personal tasks
• Maintain young person's safety and supervise him as he plays or rests
· Provide assistance with managing seizures, including maintaining safety, monitoring and recording same and administering emergency medication in accordance with emergency medicine plan, when necessary
· Provide assistance with personal care, including dressing, bathing, and toileting - the young person wears pads and has a stoma bag
· Provide assistance with eating, both orally and via a PEG tube
· Provide assistance with transfers, including in and out of bed, in and out of the car and moving from bed to chairs and vice versa, using a hoist
· Provide assistance to improve mobility.
Social tasks
· Provide assistance with leisure and social activities, such as identifying suitable activities, planning a timetable of activities and taking the young person to such activities, such as music classes, and on outings

· Provide assistance out and about, including driving motability and disabled-accessible car.
Domestic Tasks
· Preparing and cooking meals
· Washing dishes and general cleaning of kitchen after use 
· Tidying of young person's room
· Ordering supplies for young person.
Skills and Experience

· Basic first aid training is essential 
· Understanding, patient, and enthusiastic attitude is essential
· Protecting Vulnerable Groups (PVG) scheme membership is essential
· Previous experience supporting someone with a disability is preferable or interest in special needs is essential
· Clean driving licence, valid in the UK, is preferable 
· References are essential
· Non-smoker is essential.
How to apply
To apply, send your completed application form or CV by email to pajobs@lothiancil.org.uk or by post to LCiL, Norton Park, 57 Albion Road, Edinburgh EH7 5QY.

All interviews will be held via Zoom.
About The Lothian Centre for Inclusive Living
The Lothian Centre for Inclusive Living (LCiL) provides administrative support to the employer. This service allows the employer to remain anonymous in the early stages of recruitment to protect their privacy. If you are shortlisted for interview, our client will contact you.
	Application Form for Job Reference: BH LM

	NOTE: Please complete this application form accurately, giving details of your skills and experience relating to this post.  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)


	Educational establishment
	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.

	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 may be contacted to provide references

eg. 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.
Return completed application forms by email to: pajobs@lothiancil.org.uk. (Leave the signature box blank, as you will be asked to sign the application form at the interview, if invited).

Or by post to: 

LCIL 
Norton Park

57 Albion Road


Edinburgh


EH7 5QY

To ensure delivery, please check that sufficient postage is paid.
