Date as postmarked

Dear Applicant 
Job Ref GD 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

GD LM Job description for Personal Assistants

I am looking to recruit one permanent Personal Assistant, who can support me in the following ways (approximate times which can be flexible):
Position (minimum 10 hours per week)

· Friday – 2.00 pm to 6.00pm: Social activities and mealtime support

· Saturday – 11.00 am to 5.00 pm: Dressing assistance, social activities and mealtime support.

Rate of pay: £11.29 per hour 

Main forms of assistance required:

Meal-time support:


Preparing and cooking food


Cutting up food


Feeding, dependent on food type and situation


Washing dishes and general cleaning of kitchen after food prep.

Community activities (including swimming and gym work out):


Lifting wheelchair in and out of the car


Pushing wheelchair


Support with paying for goods and services

Swimming:

Undressing and dressing


Support with walking and getting in and out of pool


Support with snorkel.

Gym workout:


Undressing and dressing


Support with setting up equipment and various exercises


Hydration support.

Dressing assistance:

Application of creams/lotions for eczema


Help with buttons/fastenings and getting clothes on and off.

Social Activities:

Assisting me to go to cinema, out for meals/drinks/snacks, shopping, go for walks and occasional day trips etc

Helping me to identify new activities.

Other tasks:

Assistance maintaining upkeep of equipment eg. wheelchair

Any other reasonable task required.

Skills and Attributes Required:

Effective communication and listening skills  

Ability to follow instructions and being comfortable to ask when you don’t understand something.  

Open to learning, and to making suggestions

Reliable and trustworthy

Friendly and easy-going

Punctual

Sense of humour – ‘a must’

Previous experience is not as important as the right attitude

Can prepare and cook a meal.

For shifts involving social activities (including swimming):

To identify accessible social and leisure activities

Able to push a manual wheelchair for distances including walks that could include uneven surfaces and/or paths within country parks

Be confident in a swimming pool

Having a driving licence would be advantageous. 

Post is subject to satisfactory references and completion of probationary period.

PVG scheme membership may be required.

	Application Form for Job Reference: GD 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

email
phone
	Address

email
phone


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, if applicable.
Return completed application forms 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.
