Date as postmarked

Dear Applicant 

Re: Job Ref MW LMX
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. MW LMX  Job Description for a Female Personal Assistant*

The main purpose of this role is to provide the assistance required by my mother, May, to enable her to maintain her current level of physical and mental health and continue living with my husband and me,rather than going into residential care. This will involve some support with personal care as required, but equally important will be companionship, stimulation and social support.
May is 96 and was diagnosed with Alzheimer's around 10 years ago. Although she has a very limited short term memory, she is generally very cheerful and positive, and determined to keep her mind active. She enjoys reciting and reading poetry, number and word puzzles, and playing games like dominoes or cards. May also loves chatting about her family and looking at photographs. Although quite shy with new people, she will quickly come out of her shell with the right person.  She enjoys a good laugh.
As an elderly woman, May has some issues with hearing, mobility and continence. She uses one walking stick indoors and two when out and about. She has lost her hearing aid, and hence needs patience and slow, clear speech. She needs to be prompted to get up and walk around the house at regular intervals, both to maintain her mobility and to encourage her to visit the bathroom. 

Personal Qualities Required 
· good communication and listening skills

· reliability, punctuality and trustworthiness

· friendliness, approachability and confidence

· patience and a sense of humour

· flexibility and initiative.
Tasks Involved
· as required, occasional supervision and assistance with getting up, showering, getting dressed and undressed

· prompting to clean teeth and remove/insert her denture  

· preparing drinks and snacks

· supervision/assistance when walking in the house, garden or elsewhere

· assistance with leisure and stimulation activities

· assistance with using her Ipad to keep in touch with her family. 

Because of the personal care support required, the successful applicant will be female. She must also be a non-smoker and confident with regard to working with elderly people. Experience of a caring role and having a car are both desirable, but not essential.

The Post
There will be a minimum of 9 hours per week, with additional hours available.  Actual times and days of work will be negotiated with the right candidate.

Rate of pay is £11.00 per hour.
Post is subject to satisfactory references and PVG scheme membership may be required. 
* Genuine occupational requirement

	Application Form for Job Reference: MW LMX

	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.
