
Date as Postmarked

Dear Applicant 

Re: Job Ref BK WN ML

Please find below job description for the post with the above job reference.

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 you submitting your application, 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

Job Description for Personal Assistant 
Job Reference: BK WN ML
The aim of the job is to provide assistance required by the employer, a disabled man who lives in Lasswade.
A Personal Assistant is employed to help me live my life the way I choose. Getting the right assistance when I need it allows me to lead my life independently.  A Personal Assistant will enable me to do this by listening to what I want and following my instructions and the instructions of my partner.  It is therefore vital that an employee has good communication and listening skills. 

The job involves assisting me 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. 

After a period of familiarisation with the duties, you will be required to assist me with the following tasks, sometimes without close supervision.  The post holder will therefore need to be able to work on their own initiative whilst at the same time be respectful of my wishes, and those of my partner.
The job involves moving and assisting/use of movement aids eg, sara stedy, banana board and slip sheet, if needed.
You do not have to be strong to do the job well but general good health is important. 

It is essential that the postholder is a member of the Protecting Vulnerable Groups (PVG) scheme or is willing to join.

The job requires providing assistance with the following:

Personal Tasks
· Assistance getting in and out of bed.
· Assistance with showering / bathing.
· Assistance to affix an external catheter and knee bag after drying off.
· Assistance with dressing and undressing.
· Assistance with movement aids like Sara Stedy, banana board and slide sheet.
· Pushing manual wheelchair.

Domestic Tasks

· Preparing and cooking food.
· Washing dishes and general cleaning of kitchen.
· Laundry.
· General cleaning and tidying of house.
Other Tasks
· Any other reasonable task.
I am looking for a Personal Assistant who is friendly and approachable with a good sense of humour. They must be reliable, trustworthy and punctual. It is important that an employee is aware of and sensitive to my needs. As a Personal Assistant is required to work one-to one, it is important that the employer and employee maintain an open and honest relationship.

The Post

The rate of pay is £13.07 per hour.
There are seven morning shifts to be shared by two personal assistants.  The shifts can start between 0800 to 0830 and will last two hours and ten minutes.
Please state in your application what days and shifts you can do.

Please apply as soon as possible by sending in your CV and covering letter to pajobs@lothiancil.org.uk and remember to quote reference BK WN ML.
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