Date as postmark

Dear Applicant 
Re: Job Ref BO 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

Job ref BO LM 
Part time personal assistant, Polish speaker

The main purpose of this role is to provide assistance to a man diagnosed with Early Onset Alzheimer’s. Main responsibilities will include accompanying him with getting out and about, taking part in activities in the community, minor shopping and supporting a healthy lifestyle by going out on regular walks in the local area.

He has always enjoyed staying active and busy, with interests including cycling, cars and engineering, socialising and engaging with nature and animals. He was born in Poland, but has worked and lived in many countries. He is bilingual but would prefer to have a personal assistant who speaks Polish, as this is now easier for him to communicate in. 

Good communication and listening skills are essential with the willingness to cooperate, ask questions and learn. Patience, compassion and understanding are equally important, since he now struggles to communicate effectively and would benefit from an assistant who is experienced with Alzheimer’s as he can sometimes become confused.

You will need to be able to use your initiative whilst at the same time being respectful of his wishes.

He prefers to walk rather than drive in a car, so being in good health is important. Where weather does not permit, help with in-home entertainment such as playing his favourite music, watching his favourite shows, engaging in conversation and generally ensuring he is comfortable with a snack and/or drink etc, as he is no longer able to make these for himself.

Personal Care Tasks

· Assistance with brushing hair and teeth

· Assistance with shaving.

Domestic Tasks

· Preparing and cooking food and drink

· Assistance with shopping.

Social Tasks

· Assistance when going out for a walk

· Shopping for pleasure

· Assistance with other leisure activities eg. board games, music, TV, conversation.

Other Tasks
· Any other reasonable task.

Personal Qualities Required

· Reliable and trustworthy

· Friendly and easy-going

· Compassionate

· Flexible

· Sensitive and approachable

· Punctual

· Sense of humour

· Non-smoker

· Previous experience essential.

· Ability to work without close supervision

· Works on own initiative

· Understanding of person centred working.

Looking for a Personal Assistant who is friendly and approachable with a good sense of humour. They must be reliable, trustworthy and punctual. It is important that an employee is aware of and sensitive to the employer’s needs. As a Personal Assistant is required to work one-to one, it is important that the employer and employee maintain an open and honest relationship.

Flexibility is also important as the hours may need to change in future for some additional evening duties as well as a potential for increase of hours if desirable by both parties.

The Post

Rate of pay is £11.49 per hour.  

The post is for 7.5 hours per week.  Hours of work are from 1.30pm to 4.00pm, but can some have flexibility in this, on Monday, Wednesday and Thursday, as well as a potential for 4 more hours per week on an ad hoc basis.

Post subject to references and successful completion of probation

nary period.  PVG scheme membership will be required. 

	Application Form for Job Reference: BO 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 (continue on a separate sheet if required)


	Educational establishment
	from
	to
	Qualifications obtained

	
	
	
	

	Current / Previous Employment (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

	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? Tick or specify times

	
	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?

	

	Give details of 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 (not the job description and covering letter) by email to: pajobs@lothiancil.org.uk
Or by post to: 
LCiL, Norton Park, 57 Albion Road




Edinburgh EH7 5QY
To ensure delivery, please check that sufficient postage is paid.
