
Date as Postmarked

Dear Applicant 

Re: Job Ref GH ED

Please find enclosed a 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: GH ED
The aim of the job is to provide assistance to a young lady with Autism and learning difficulties who lives in Corstorphine, with guidance from the parents.
Getting the right assistance when I need it will allow me to lead my life independently when I am older.  A Personal Assistant will enable me to do this by listening to the guidance provided by my parents and following any instructions along with spending time to get to know me.  Sometimes I find it hard to communicate what I need and therefore it is 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 from my parents.  The post holder will therefore need to be able to work on their own initiative whilst at the same time be respectful of my own and my parents’ wishes.
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

· Support with migraine care.
Domestic Tasks
· Assistance with shopping.
Independent Living Skills
· Travelling safely.
· Budgeting and money skills.
· Communication.
Social Tasks

· Help to go to cinema, theatre with or without friends.
· Help to interact with other people of the same age.
· Assistance when going out for a walk.
· Shopping for pleasure.
· Assistance with correspondence – phone calls / letter writing.
· Assistance with other leisure activities e.g. board-games, music, swimming, reading and playing.
Other Tasks
· Any other reasonable task.
Personal Qualities

· Reliability and trustworthiness

· Friendly and easy-going

· Sensitive and approachable

· Punctual

· Sense of humour

· Enjoy Challenge

· Non-smoker

The Post

The rate of pay is £14.82, pay rise pending.
The post is 14 hours per week consisting of two split shifts on Monday and Thursday and two shifts on a weekend.
Monday: 1200 to 1300 and 1600 to 1700

Thursday: 1200 to 1300 and 1600 to 1700

Saturday: Five hour shift

Sunday: Five hour shift

Hours will be the same each week, weekend shift times are flexible.

Please apply as soon as possible by emailing your CV and cover letter to pajobs@lothiancil.org.uk and remember to quote reference GH ED.
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