Date as postmark

Dear Applicant 
Re: Job Ref AK 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 AK LM  Personal Assistant – part time flexible hours.  Central Edinburgh
I am looking for a female Personal Assistant to support me at home and out in the community.  I have complex mental and physical health conditions and the work will be varied and interesting.  It is important to me to find the right person who can listen and learn and support me in the right way.

The role is for up to 15 hours per week and the hours and times will vary and be agreed between the employer and the Personal Assistant.
I have a wide range of interests from crafting to foraging and wild swimming, but I will need support to build up my confidence to follow these interests.

Some experience in mental health support and an understanding of Complex PTSD would be beneficial but not essential. It is essential that you are a good listener, reliable, trustworthy and are adaptable to and supportive of my needs. The main role of this support is to help me feel safe and reengage with my community. 
Tasks may include:
· Supporting me to go out for walks at quiet times (usually early morning) and to gradually build up the activities I can take part in  

· Supporting me to take part in activities I am interested in such as support to go swimming at the local swimming pool and to the gym on a regular basis. This would include support to make necessary arrangements – booking tickets, organising travel etc. 

· Travelling with me either by car or taxi

· Supporting me to medical/health appointments

· Support with household admin, form filling, IT, making and going to appointments and being with me for household maintenance visits

· Supporting me to manage symptoms of my Complex PTSD and associated health conditions through graded exposure, pacing and gradual increases in activity.

· Prompting with personal care, rest, meal prep and medication to ensure I am meeting my basic daily needs (hands on assistance with these tasks is not required).   

· Supporting me with communication and tasks in formal settings i.e. health appointments, banks and housing.  Giving me support to access services I need, communication with authorities and ensuring other individuals are meeting my needs.   

· Empowering and encouraging me to complete small tasks that I may find difficult. Empower me to be assertive and help build my confidence particularly in areas I find difficult or uncomfortable. 

Skills, experience and qualities required of PA:
· Experience of working with mental health and having some understanding of Complex PTSD – information will be provided if required 

· Someone who is organised, reliable and patient is very important 

· A high level of communication and listening skills

· Someone who is willing to learn and be prepared to make mistakes – understanding that I am the expert on my own health, and support needs. 

· Experience of working in potentially stressful or difficult situations

· Someone who is calm, warm and friendly, willing to have a peer working relationship

· Open, honest, respect and professional

· Someone who can help to motivate and encourage me to take part in exposure work and activities I enjoy

· Ideally, someone who has access to a car and can assist me with getting out for wellbeing activities but also for health-related appointments when necessary

· Experience of working with people 1 to 1 in a support capacity and will have had training and knowledge in this area.

· Someone who enjoys being in nature and is able to support me to places of interest

· Someone who enjoys creative activities and will eventually be able to assist me with exploring and going along to groups in the community that are of interest to me

· Able to assist with admin tasks, IT, completing forms etc 

· Ability to be flexible with working times.

It would be beneficial if you share some of my interests and would be willing to support me to explore these further:
Foraging, health and nutrition, herbalism, alternative therapies, wild swimming, women’s issues, equality, recycling and remaking, ecotherapy etc

Artisan interests, running own business, selling things, arts and crafts interests and hobbies/studio space/making things, gardening, growing herbs etc.

Hours and pay rate

The hourly rate of pay is £10.92.

There are up to 15 hours per week available.  This may start gradually and build up.  It may also be divided between two PAs if appropriate.

Post subject to satisfactory references.
PVG scheme membership or willingness to join the scheme required.

	Application Form for Job Reference: AK 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:

	Email:
	Email:

	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.
