Date as Postmarked

Dear Applicant 

Re: Job Ref: RT GI- Full-time (35 Hours + 2 sleepovers) Personal Assistant Required
Please find enclosed job description and application form for the above post.

Lothian Centre for Inclusive Living is only 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 the post has been filled. 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

PA Jobs
Admin Support

Independent Living Team
JOB DESCRIPTION FOR PERSONAL ASSISTANT

The aim of this job is to provide 24/7 assistance to my son.  He has a learning disability, autism and health issues. He is able-bodied, has a good sense of humour and enjoys a good chat. He likes to listen to the radio, pottering around in his garden, going for walks and visiting places of interests. He especially likes going to the theatre.
He is 46, and lives in his own home, independent of his family. The family are available for support if and when required.

To enable him to feel secure and less anxious, careful attention needs to be paid to procedures and routines. A full induction programme will be given.

The Post
The hourly rate is £14.18 per hour and the sleepover allowance is paid at £106.11 per night.
The Post-holder

The ideal post-holder would be someone who is friendly, calm and patient with a good sense of humour. Experience of working for people who have autism and a learning disability within their own home environment on a 1:1 basis required. 
Training:

Participate in mandatory and client-specific training as required.
Team Meetings:
Attend weekly team meetings where staff will receive support and be able to discuss on-going care and support plans.  

Liaison:

Liaise with the Learning Disability Team (LDT), medical professionals, day centre staff and family.

COMMUNICATION SUPPORT
Personal Assistants will be required to support my son to communicate with others and ensure that he is being understood.  For example, he cannot always tell you when he is in pain, but as you get to know him you will be able to read the signs.  

ANXIETY MANAGEMENT
My son responds well to routine, structure and predictability.  PAs should be able to display a degree of confidence and certainty to avoid my son becoming anxious.  He may become anxious in certain environments e.g. busy places.  PAs will be given guidance on how to manage these situations.

PERSONAL CARE TASKS

Bathing:

Provide full support with showering/bathing.

Dressing:

Provide full support with dressing and undressing.

Appearance:

Provide full support with personal appearance e.g. shaving.

Medication:
Supervise the administration of prescribed medication.

DOMESTIC TASKS
All PA’s will be required to carry out the following tasks: 
Cooking:  
Prepare meals in accordance with dietary guidelines.

Cleaning and Household tasks:

Maintain the cleanliness of the home in accordance with guidelines.  
Laundry:
Undertake all aspects of laundry.
Appointments:
Provide support attending clinical appointments.
OTHER TASKS

Interests:
Assist with and help to develop interests.

Driving:
Drive to and from day-service and to all away-from-home venues using the Motability car.  
Other:

Support with any other reasonable task.
	
	ESSENTIAL
	DESIRABLE

	Education and Qualifications


	Educated to secondary level

PVG membership
	Training in the following:

· Autism

· Challenging Behaviour

· Administering Medication

· Epilepsy

· Food Hygiene

· SVQ in Health and Social Care
· HNC on Health and Social Care

	Skills and Abilities
	· Ability to communicate clearly – oral and written

· Ability to work without close supervision

· Ability to react appropriately when challenging situations occur.

· Valid driving license permitting you to drive in the UK with minimum 3 years driving expereince

· Active Listening and awareness of body language

	· Negotiation skills

· Creative problem solving

· Advocacy skills

· Basic computer skills

	Experience/Knowledge
	Experience of working with people who have Autism and learning difficulties.
Experience of working with people who can display challenging behaviour.
	Understanding of person centred working, autism and learning difficulties.

	Personal Attributes
	· Reliable, open and honest

· Ability to recognize boundaries

· Team worker

· Enthusiastic and committed

· Ability to reflect and review own practice

· Ability to take ownership of your work practice.
	· Sense of humour

· Enjoys a challenge

· Perseverance

	Health and wellbeing
	
	· COVID-19 vaccination


Person Specification

	Application Form for Job Reference: RT GI

	NOTE: Please complete this application form accurately, giving as many details as possible of your skills and experience relating to this job application.  Short listing will be based on the information gathered from the form, read in conjunction with the job description.

In the Personal Statement section of this form, please detail your experiences, skills, knowledge and achievements gained in present and past employment or other activities which may be relevant to the job.  Please provide examples of how you meet the Person Specification.  We shortlist on the basis of the information you give to us, so please ensure that you are including all the relevant information.

	Applicant’s Details

	Surname:

First Names:

Telephone:

Mobile:

Email:
	Address:





















Postcode:



	Are you a member of the PVG Scheme

(Protection of Vulnerable Groups)?

YES                 NO


	PVG Scheme membership Number

(16 digit number)

	Qualifications (Academic and Professional)

Please list all qualifications gained at school and college/university attended, including those overseas, in chronological order, with the most recent first.



	Dates
	Name of Education Establishment Attended
	Subjects and Qualifications Gained

	
	
	


	Training

Please list any training/apprenticeships relevant to this application, provided by an employer or external organisation

	Date From/To
	Course Title
	Course Content
	Outcome e.g. pass

	
	
	
	

	Current or most recent employer


	Name:


	Job Title:



	Address:


	Dates employed from and to:

	Telephone:
	Reason for leaving:



	Summary of duties, responsibilities and achievements:



	Previous Employment/Voluntary work

 

	Name:


	Job Title:



	Address:


	Dates employed from and to:

	Telephone:


	Reason for leaving:



	Summary of duties, responsibilities and achievements:



	Previous Employment/Voluntary work

 

	Name:


	Job Title:



	Address:


	Dates employed from and to:

	Telephone:
	Reason for leaving:



	Summary of duties, responsibilities and achievements:



	References

	Fully complete all details below.  Please specify their relationship to you (e.g. line manager, tutor). One of the referees must be your present/last employer and the other should be your next most recent employer.  If you are a school leaver or unemployed please give details of two people who have direct knowledge of your skills and abilities.  Note: Character references will only be accepted when it is not reasonable to obtain another employment reference.  We will not accept references from family members or friends.


	Referee 1
	Referee 2

	Name:
	
	Name:
	

	Job Title:
	
	Job Title:
	

	Organisation:
	
	Organisation:
	

	Address

Postcode:
	
	Address:

Postcode:
	

	Telephone no:
	
	Telephone no:
	

	Email address:
	
	Email address:
	

	Relationship:
	
	Relationship:
	

	Permission to contact?
	Yes/no
	Permission to contact?
	Yes/no


(Please indicate if the employer has permission to contact your referees prior to a formal job offer being made)
	Additional Information 

	1. Please describe how you treat people with dignity and respect.

	

	2. Please give an example of a time when you built a relationship with someone who was ‘challenging’ or ‘difficult’.

	

	3. Please explain how you would be free to work flexible shift patterns including sleepover(s) in order to meet the needs of the service user.

	


	Personal Statement

Please give relevant information on the following:

1.  How you feel you meet the Person Specification for this post.

2.  Please give details of your experience, knowledge and skills.

3.  Why you have applied for this post.

Please continue on further sheet(s) if required.

	

	Work Pattern

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?


	Do you have a current full UK driving license   YES/NO

	Please detail length license held and any endorsements below



	Do you own a car?   YES/NO

	Please indicate where you saw this post advertised:




	DECLARATION

	I authorise this employer to obtain references to support this application.  I confirm that the information given on this form is, to the best of my knowledge true and complete.  Any false statement may be sufficient for rejection or if employed dismissal.

Signed-___________________________________     Date_____________________




Completed application forms can be returned by e-mail to pajobs@lothiancil.org.uk. (Please leave the signature box blank, as you will be asked to sign the application form at the interview, if invited).

To ensure delivery, please check that sufficient postage has been paid.

 To : 
LCiL
Norton Park Centre


57 Albion Road

Edinburgh 
EH7 5QY
