Job description and application form
Job Ref: IR CG Part-time Personal Assistant, Armadale/Midlothian area

Number of hours per week: around 12 hours spread over five days Monday to Friday and worked flexibly as arranged with employer. 

Rate of Pay: living wage, £12.80 per hr 

I am physically challenged in my daily life, so I am looking for a Personal care Assistant to support me. You should be friendly and approachable with a good sense of humour, you must be reliable, trustworthy, punctual and a non-smoker.


My Personal care Assistant will be required to work one to one with me, so it is important that you are aware of and sensitive to my needs, it is important that you can be discreet but maintain an open and honest relationship with me.

 
It is expected you will have Experience as a personal care assistant or carer so as to help give me the right assistance to lead my life independently the way I choose, It is therefore vital that my Personal care Assistant has good communication and listening skills. 
If you’re a compassionate, positive person having a proven track record of caring for the disabled, this will make you a strong candidate for this job.

My personal care assistant should be able to assist with a variety of tasks. Like most people, my day varies so it is difficult to list every task that is expected of a Personal Assistant but includes assistance with the following:
Requirements and skills

Personal Tasks
· Assistance with getting dressed

· Assistance with bathing

· Assistance with applying creams

· Assistance with ordering and taking medication 

· Inform Doctor of health problems

   General tasks
· Shopping, Preparing and cooking food
· General cleaning tidying and laundry
· Washing dishes and keeping a cleaning kitchen
· Well organised and reliable with paper work and admin
   Social Tasks
· Good communication and people skills

· Assistance when going out for a walk

· Shopping for pleasure

· Positive and compassionate attitude

· Well organised and reliable


  Desirable 
· Current driving licence

· Any other reasonable task within my assessed need

	Application Form for Job Reference: IR CG

	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.

	Applicant’s Details

	Surname:

First Names:

Telephone:

Mobile:

Email:
	Address:





















Postcode:







	Education/Training (please continue on a separate sheet if required)

	
	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

	NOTE: After reading the job description carefully, consider what skills and experience you have that are suited to this post.  They need not have been gained in paid employment and may include special interests relevant to the post.  If you require 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 can be contacted to provide references

e.g. 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 

Completed application form could be returned by email to ianrankin@sky.com
