Date as postmarked

Dear Applicant 

Re: Job Ref HB 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 short-listed for interview. 

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

Admin Support

Independent Living Team

Ref. HB LM  Job Description for personal assistant
The main focus of this job is to provide me, a young woman with High Functioning Autism, with support in social settings, encouraging me with exercise and healthy eating, and supporting me with budgeting and managing my money.

Your role is to help me to live life the way I choose, whilst at the same time giving me guidance and support to make good decisions. 

Getting the right assistance and encouragement will allow me to lead my life more independently.  A personal assistant will enable me to do this by listening to me (and to guidance from my mother), along with spending time getting to know me. Sometimes I find it hard to communicate what I need and therefore it is vital that a personal assistant has good communication and listening skills. 

The job involves assisting me with a variety of tasks, but primarily in a social capacity. The days will vary week to week, both in terms of timing and activities.  We will agree working days in advance, and you will help me plan by letting me know what other commitments you have.  

Some of the things I might ask for assistance with are (this list is not exclusive) :

Social Tasks

· Accompany to gym. I am a member of Edinburgh Leisure and would like to use the local gym more often. 

· Support to go to cinema and theatre, with or without friends

· Support to interact with other people my age

· Assistance when going out for a walk

· Shopping for pleasure

· Assistance with correspondence – phone calls / letter writing

· Assistance with other leisure activities at home.
Independent Living Skills
· Travelling safely.  Driving my mobility car (not essential).
· Budgeting and money skills

· Communication.
Personal Tasks

· Ensuring personal hygiene standards– daily showering, clean clothing, teeth and hair etc. 

· Ensuring a healthy diet – encouraging wise food choices when out and about
Domestic Tasks 

Encouragement and support to complete my household chores.  I can do these independently but need motivating:
· Preparing and cooking food

· Washing dishes and general cleaning of kitchen

· Laundry and ironing

· General cleaning and tidying of house

· Assistance with shopping
Personal Qualities
I am looking for a Personal Assistant (non-smoker preferred) who shares some of my interests and outlook on life.  You will be kind, caring, fun, outgoing, a good motivator who is understanding and empathetic. 

I would like you to have a bubbly personality and a good sense of humour. 
It is essential that you are reliable, trustworthy and punctual, and that you respect my privacy and confidentiality. It is important that you are aware of and sensitive to my needs. 
As you will be working with me one-to one, it is important that we maintain an open and honest relationship.
I will offer trial shifts initially, to ensure we can work together. 
The Post
This post is for 6 months in the first instance, with the intention of building up my confidence and involvement in my local community.

The post is for a core 6 hours per week, made up of two 3 hour day shifts.

Flexibility would be essential as days may change during the week but advance notice would be given. The start time would typically be 9.00am. 
Additional hours may be arranged by separate agreement eg. to attend a concert.

The rate of pay will be £10.50 per hour.  
	Application Form for Job Reference: HB LM

	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.
email


	Address:

Tel no.
email


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 has been paid.
