
Date as Postmarked


Dear Applicant 


Re: Job Ref ET RE EL

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 Reference: ET RE EL
[bookmark: _30magmgqu5b3]Job Title: Personal Assistant / Support Worker (Full‑time, Term‑time with option for additional hours)
[bookmark: _ict82i50qhgq]Location: Tranent, East Lothian 
[bookmark: _78ngq8v3f07p]Rate of Pay from £28,392 to £35,490 (equivalent of £13.65 per hour) with hours to be agreed with the successful candidate but are likely to be 40-50 hours per week during university term time. There may be an option for additional hours outside term time depending on support needs and funding and your availability.
[bookmark: _6nlmtby0ppv5]About Me
My name is Ethan, I’m 18 years old, and I have Osteogenesis Imperfecta (OI) Type 3 (also known as Brittle Bone Disease). I use a powered wheelchair for mobility and will be starting Heriot‑Watt University in September 2026 to study for four years Computer Science.
I’m looking for a Personal Assistant who can support me both at home and on campus. At home you will help me get ready for the day. On campus I will need some support for accessing classes, moving around campus and with personal care. I will require limited in-class support and you will not be required to stay with me. You will however need to be nearby and available if required. You will support me in attending other university activities, clubs and events as required. 
As we’ll be spending a lot of time together, it helps if we share some interests. I enjoy music, computer games, Formula 1, card games, trading card games, and technology. 
About the Role
This is a long‑term, stable position supporting me across daily life, travel, and university. The role includes:
· Personal care: dressing, washing, toileting, and general routines
· Mobility assistance: safe manual handling, transfers between wheelchair, bed, and seating
· University support: moving between lectures, study spaces, equipment setup, and practical help throughout the day
· Social and student life support: attending societies, events, and activities (including evenings and Wednesdays)
· Home support: meal preparation, light household tasks, organisation, and daily routines
· Encouraging my independence and supporting my physio exercises.
Full training will be provided to ensure all tasks are carried out safely and confidently.
[bookmark: _vx71i86x1u47]My Condition & Why Training Time Is Essential
Because of OI Type 3, my bones are extremely fragile. Even small amounts of force or sudden movement can cause fractures. Transfers, repositioning, and travelling in a vehicle require careful handling and an understanding of how to minimise risk.
A new carer must have enough time to learn my routines, safe handling techniques, and how to support me confidently before taking full responsibility. This is why completing recruitment by mid‑August is essential.
[bookmark: _f44fs0il8lzf]About You
You do not need formal care experience to apply. What matters most is that you are:
· Reliable and respectful
· Physically able to assist with transfers
· Comfortable with close‑contact personal care
· Confident driving a manual car
· Willing to learn my routines and support needs
· Patient, friendly, and able to communicate clearly
· Someone who shares some of my interests is a bonus (music, gaming, Formula 1, card games, tech)
Experience with disability or care work is helpful but not essential. Full training will be provided in August.
You must be a member of the Protection of Vulnerable Groups (PVG) Scheme or willing to join.
[bookmark: _ewcqimrduc5l]Training & Familiarisation
You will receive training in:
· Safe manual handling
· Personal care
· Transfers, including complex scenarios (e.g., supporting me safely if I have a broken arm)
· How to position me correctly to avoid injury
· How to manage slower, careful movements when needed
· Condition‑specific support
· Vehicle operation and safety procedures
You will also have time to get to know me personally and understand how I communicate what I need.
[bookmark: _dq6uu2c0nsv1]Driving Responsibilities
Driving is an essential part of this role.
You will be responsible for driving a manual wheelchair‑accessible vehicle (WAV) to and from Heriot‑Watt University and to society events and campus activities.
The vehicle is larger than average, so you must be:
· Confident driving a manual car
· Comfortable handling a bigger vehicle
· Able to drive smoothly and cautiously
Sudden movements — such as hitting potholes or speedbumps too quickly — can cause me injury. You will receive training on:
· Loading and securing the wheelchair
· Safe driving techniques
· Managing the vehicle on uneven surfaces
· Understanding how road conditions affect my safety
[bookmark: _k28n5qmo6qpl]Hours
This post offers term‑time hours, with exact weekly hours discussed during recruitment.  Additional hours outside term time may be available depending on support needs.
[bookmark: _asdssiumjd]Person Specification
The ideal candidate is:
· Patient, friendly, and calm
· Able to build a comfortable working relationship
· Clear in communication and good at listening
· Adaptable and not easily flustered
· Comfortable with personal care and physical assistance
· Dependable and punctual
· Respectful of privacy and boundaries
· Approachable, relaxed, and supportive
· Interested in at least some of my hobbies (gaming, music, Formula 1, card games, tech)
A full clean driving licence is essential.
[bookmark: _blsptarnl76i]Why Mid‑August Is the Deadline
The learning process requires:
· Time
· Practice
· Familiarisation
· Confidence‑building
· Safe handling training
· Shadowing existing routines
Completing recruitment by mid‑August ensures there is enough time for proper training before university begins.
[bookmark: _u8k0wplv88b4]How to Apply
Please send a CV plus covering letter explaining:
· Why the role appeals to you
· Any relevant experience
· Your availability
· Confirm you have a full clean driving licence for a manual car and any experience driving a WAV
· A bit about you and your interests and hobbies.
References will be requested before the role begins.
Email applications to: pajobs@lothiancil.org.uk Please quote reference ET RE EL.

