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Job Description
Job Title
Personal Assistant
Hours
2.5hours4 hours per week to be used flexibly
Rate of Pay
£15.00 per hour gross
Purpose of Job
The purpose of this job is to support my daughter Anna who has been diagnosed with Autistic Spectrum Disorder. Anna has significant difficulty in communication and her understanding of what she is being told and the world around her. Anna can display challenging behaviour, To help support her communication and understanding, she uses a ranges of tools including PECS, Visual Prompts and the use of simple language.  Your job will be to provide Anna with the personal and social assistance that she needs. 
As Anna’s Personal Assistant you will work under my direction to meet Anna’s needs and will be accountable to me in all aspects of your work.  You must be reliable, be able to use your initiative and be able to work flexible hours.  You must also be able to respect our privacy and have an understanding of the need for confidentiality in all areas of your work.
Main Duties
The main duties of the job are outlined below. However, because Anna’s 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.
Personal Assistance
· Supporting Anna around using the toilet if required.
· Monitor Anna for signs that she might be in pain as she does not always communicate this if she has hurt herself.

· Ensure that Anna is supported and supervised at all times. Anna has no sense of danger and can be very trusting with strangers.

· Routine is very important to Anna and if her routine is broken this can cause her distress.

· Checking with Anna if she is hungry or thirsty and prompting her to eat and drink.

· Anna can be very specific about what she will eat so it’s important to be aware of the foods that she likes.

· Anna can need support in relation to her social skills and in managing her emotional responses to situations.

Social Assistance
· Assisting Anna to take part in social activities she enjoys such as swimming/any water based activities, going to the beach, parks and soft play and going for walks in places that she can wander safely, etc.
· Assisting Anna to try new things and access new opportunities in terms of activities, clubs, etc.
Other Needs
· Anna does not like animals and is very afraid of dogs and needs to be supported in situations where she may encounter them.
Training

There are no formal qualifications needed to do this job.  For the most part the tasks and assistance involved can be learned through the personal assistant and I working together.  

Where it is required, such as in Health and Safety matters, practical training and guidance will be arranged and the personal assistant will be expected to attend.

Person Specification
To be Anna’s Personal Assistant you should:
· Have some experience of working with disabled children or adults. Particularly children with Autistic Spectrum Disorder.

· Have a positive attitude to disability.

· Have a positive attitude towards social inclusion.
· Be willing to work under my direction.
· Be able to remain close by at all times when working for Anna.

· Have good communication skills.
· You must not smoke when working.
· Not drink alcohol when working for me.
· Be confidential in your work and understand the importance of this.

· Respect my daughter’s privacy and that of our family and friends.

· Be patient when doing repeated tasks.

· Have good general health.
· Be reliable and trustworthy.
· Be a good time keeper.
· Be able to work at short notice.
· Be able to work in different settings.
· Be able to accept responsibility and work on your own initiative.
· Be flexible.
· Be able to respond appropriately in an emergency.
· Have at least basic reading, writing and number skills.
· Be a driver and have a clean licence (preferred).

You do not need any formal qualifications but you must be willing to learn how to do the job under my direction.

