Job Description
Job Title
Personal Assistant
Hours
8 hourshours per week
Rate of Pay
£ 14.40 per hour 
Purpose of Job
My name is Des, I have a learning disability and a mental health condition.  I enjoy going out for coffee and on day trips.  Your job will be to provide me with the personal and social assistance that I need to enable me to live a fulfilling life.
As my Personal Assistant you will work under my direction to meet my needs and will be accountable to me in all aspects of your work.  You must be reliable, be able to use your initiative.  You must also be able to respect my privacy and understand the need for confidentiality in all areas of your work. 
You do not need prior experience, however, must be willing and able to learn these skills, and although you do not need to be physically strong to do the job, good general health is important.
Main Duties
The main duties of the job are outlined below. However, because my needs vary on a day-to-day basis, it is extremely important that your approach to work is flexible. You will be expected to carry out any other reasonable personal assistance tasks that I request.  
Some of the tasks outlined below are daily, others weekly or monthly.
Social Assistance
· Assisting me with my daily social activities which I enjoy. 
· Assisting me to access  my local community for example walks, going into town, attending appropriate social activities.
· Driving me to and from my activities

Other Needs
· Support with paying bills

· Assistance with shopping

· To carry out first aid if necessary.
· To accompany me to my medical appointments when necessary 
Person Specification
To be my Personal Assistant you should:
· Have a positive attitude towards Disabled people.
· Be enthusiastic for your work and be self motivated. 

· Be able to accept responsibility and use your own initiative and common sense.
· Be clean and tidy.
· Be prepared to engage in training.
· Be willing to work under my direction. 
· Be able to work in different environments.
· Be willing to try out new activities with me.

· Be patient when doing repeated tasks.
· Not smoke or drink alcohol when working for me. 
· Know how to put a Confidentiality policy into practice.
· Be a driver with a clean driving licence.
You do not need any formal qualifications to do this job, because it is far more important that we find the right person for me, regardless of prior experience or training. What is of paramount importance is that you have the skills, abilities and personality traits listed in the person specification. 
