JOB DESCRIPTION

To support a  young man living in his own home in (location)…………….

JOB TITLE: Personal Assistant

RESPONSIBLE TO:  Name of father of individual being supported
JOB PURPOSE/DESCRIPTION

******* needs people to support him who are sensitive and caring, who have a sense of fun and are not afraid to try new things.  The team, in partnership with his family, need to ensure that ******** lives a lifestyle of his choice

You will plan with ********, his parents and other team members to enable this to be achieved. It will involve an ongoing approach to addressing and reviewing needs, situations, expectations, and balancing his rights with responsible risk taking.

PERSON SPECIFICATION

· To be flexible and reliable

· To be honest and caring

· To be part of a team but able to work on a one to one basis

· To be confident and assertive in advocating for *********
· To be able to communicate with other people and other organisations which form part of ******** life.

· To be a friend to **********
· To maintain confidentiality at all times

· To have an understanding of epilepsy would be an advantage

· To be able to cook basic healthy meals

· To be able to work within a planned shift system which will include sleep-overs

MAIN TASKS AND RESPONSIBILITIES

2. To support *********** in his daily routines (refer to Morning Routine Document, Evening Routine Document and Guidance for Supporting ************* Document).

3. To be familiar with and follow ************ Health Action Plan and to assist in its review as and when necessary

4. To maintain all necessary records relating to seizures, medication, daily planner, team message book, income/expenditure records and daily diary for reminders of birthdays, appointments, etc.

5. To be able to communicate with ************ by developing an understanding of his non-verbal language.

6. To maintain contact with ************ circle of friends.

7. To support *********** on outside activities and to advocate for him when in the community.

8. To accompany *********** on any medical - related visits (GP, hospital, dentist, etc.)

9. To familiarise yourself with all documentation that has been written by the team since your last shift.

10. To attend planned team meetings, individual reviews and compulsory training courses

11. To maintain ************ house in a clean and tidy condition.

12. To report any faults in the house to the landlord (Partners Foundation).

13. To be responsible for driving ************ motor vehicle and to check its basic road worthiness before each trip.

14. To check his wheelchair daily to ensure that it is clean and safe to use

15. To implement any agreed operational policies as laid down by *********** family.

16. To report to ************* family any difficulties or other matters causing concern, accidents, incidents or other untoward occurrences.

17. To adopt an appropriate dress code

This list may change according to ************ needs.

You will be paid £8.50 per hour and £40.00 per sleep-over

You will be paid every four weeks by bank transfer

You will require a Criminal Records Bureau (CRB) check

You will need to be physically fit and will be required to complete a medical declaration

You will be entitled to 5.6 weeks paid leave each year calculated on your hours worked

Bank holidays are paid at normal hourly rate and are part of the normal working week

