JOB DESCRIPTION
Job Title: Female Social Personal Assistant
Location: Cramlington, Northumberland
Rate of Pay: £14.00 per hour
Hours of Work
Term Time: 4 hours on a Saturday.
School Holidays: 11.5 hours per week, consisting of 5.5 hours on a Wednesday and 6 hours on a Saturday.
Hours will be arranged in agreement with Elody's Mum.
About Elody
Elody is a lovely, lively and very chatty 7-year-old girl who has autism, ADHD and Sensory Processing Disorder. She has a big personality, is full of character and enjoys being busy and having fun.
Elody loves swimming, visiting the park, feeding the ducks and going to the beach for an ice cream. She also enjoys trampolining, dancing, gymnastics, music and spending time outdoors.
Elody is quite independent and likes to do things for herself. However, she needs consistent supervision, reassurance and guidance to help her stay safe and manage situations she may find difficult.
We are looking for someone who will take the time to get to know Elody, understand her individual needs and build a positive, trusting relationship with her.
Main Duties and Responsibilities
Supporting Elody with Activities
· Spend quality one-to-one time with Elody, providing companionship, encouragement and support.
· Accompany Elody to activities she enjoys, such as swimming, visiting parks, feeding the ducks and trips to the beach.
· Encourage Elody to explore new activities and experiences at a pace she feels comfortable with.
· Support Elody to develop her confidence, independence and social skills.
· Safely transport Elody to activities by car or accompany her on public transport when appropriate.
Keeping Elody Safe
· Provide continuous supervision when supporting Elody, particularly when out in public.
· Be aware that Elody is very friendly and chatty and may approach or talk to people she doesn't know. She needs gentle reminders and support to understand stranger danger and personal safety.
· Elody can sometimes become excited and run ahead. Her PA must remain alert and consistently remind her to stay close.
· Support Elody to recognise potential dangers and develop her understanding of staying safe.
· Ensure Elody is supervised appropriately during all activities, including swimming and other physical activities.
Supporting Elody's Daily Needs
· Encourage Elody to maintain her independence while offering support when needed.
· Elody can use the toilet independently but must never be left unattended when visiting public toilets. Her PA must wait outside the toilet door to ensure she remains safe.
· Regularly remind and encourage Elody to drink throughout the day, as she can become distracted and forget to drink.
· Provide gentle prompts and support with choosing suitable clothing for the weather, taking her sensory sensitivities into consideration.
· Administer prescribed oral medication if required, following parental instructions.
Emotional and Sensory Support
· Take time to understand Elody's sensory needs and recognise situations that may cause her to become overwhelmed.
· Be mindful that routine and predictability are important to Elody and that unexpected changes can sometimes be difficult for her.
· Offer reassurance, patience and understanding when Elody becomes anxious, upset or dysregulated.
· Use calm, positive approaches to help Elody manage her emotions and feel safe.
· Recognise early signs that Elody may be struggling and respond appropriately to prevent situations from escalating.
· Work closely with Elody's Mum to understand the strategies and approaches that work best for her.
General Responsibilities
· Always treat Elody with kindness, dignity and respect.
· Promote Elody's independence while ensuring her safety and wellbeing.
· Maintain good communication with Elody's Mum, sharing any concerns or important information following activities.
· Respect the family's privacy, home, belongings and personal circumstances.
· Maintain confidentiality at all times.
· Follow appropriate safeguarding, health and safety procedures.
· Attend any relevant training required for the role.
· Complete timesheets accurately and submit them on time.
· Be punctual and reliable, informing Elody's Mum as soon as possible if unable to attend a shift.
· Refrain from smoking or vaping while on duty.
· Do not consume alcohol or be under the influence of drugs while working.
· Keep personal mobile phone use to a minimum while supporting Elody, ensuring she always has your full attention.
Elody's needs may change over time, so duties will be reviewed and adjusted where necessary in discussion with her Mum.
PERSON SPECIFICATION
Essential Requirements
· Experience supporting children with autism, ADHD and additional needs.
· A good understanding of sensory processing difficulties and how these can affect a child's everyday experiences.
· Experience supporting children who may become overwhelmed or display behaviours that require patience and understanding.
· Ability to provide consistent supervision and recognise potential safety risks.
· A full UK driving licence.
· A good level of physical fitness, as Elody enjoys active days out and may occasionally run ahead.
· Good communication skills and the ability to build a trusting relationship with Elody and her family.
· A satisfactory Enhanced DBS check.
· A reliable and responsible approach to work.
Personal Qualities
We would love to find someone who is:
· Kind and caring – someone who genuinely enjoys spending time with children.
· Fun and enthusiastic – happy to join in with Elody's activities and adventures.
· Patient and understanding – able to remain calm and supportive when Elody is finding things difficult.
· Friendly and chatty – someone who will enjoy Elody's conversations and bubbly personality.
· Observant and attentive – always aware of Elody's surroundings and safety.
· Flexible and adaptable – understanding that some days may not go exactly to plan.
· Encouraging – someone who will help Elody build confidence and celebrate her achievements.
· Reliable and trustworthy – someone Elody and her family can depend on.
Most importantly, we are looking for someone who will see Elody as the lovely, fun-loving little girl she is, understand her needs and help her enjoy her childhood safely and happily.
Training: Full training relating to Elody's individual needs will be provided where required, alongside ongoing guidance from her Mum.
Equality Act 2010: This post is advertised for a female Personal Assistant under Schedule 9, Part 1 of the Equality Act 2010, where the occupational requirement applies.
Right to Work: The successful applicant must have the right to work in the UK at the time employment begins.

