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Job Description
Job Title
Female Personal Assistant

Hours
14 hours per week, to be split between 2-3 PA’s as hours consist of morning and lunch time calls, 7 days per week


AM call – approx. 7.30-8.00am for 1 hour


Lunch time call – approx. 12noon for 1 hour 
Rate of Pay
£14 per hour
Location
Great Park, Newcastle upon Tyne

Purpose of Job

My name is Chantalle, I live with my husband Richard, our two young children and friendly dog Arlo.  I am looking for a Personal Assistant to support me with some aspects of my everyday life.  As I have M.E, fibromyalgia and osteoarthritis which then causes ongoing fatigue I struggle with a lot of daily tasks. 

I can also sometimes have non-epileptic seizures which can cause me to black out, it’s important that you don’t panic when this happens as I always come back around, and I know how to manage these myself.  I will discuss this in more detail with you should you be successful in your application. 

We have a happy and busy home life and due to my health, I am looking for someone to support me and enable me to continue to look after our children and go about our everyday lives.  My husband works night shifts so is not around all the time as he is sleeping through the day. 
The hours are split into calls over 7 days of the week – 

Morning call 7.30/8am for 1 hour, your main tasks will be to support me with getting out of bed and supporting me to get dressed, some days I may need assistance to shower but that won’t be every day. You will prompt me to take my medication and ensure my safety as I go downstairs.  You will then prepare breakfast for myself, the children, and make sure they eat before they go off to school.  If there is time, for example on days I don’t shower or on my good days when it may not take as long to get up and ready, you may be required to support with general housework such as laundry, changing bedding, or anything else that needs to be done that morning.  You will also ensure I have drinks ready for the morning. 

The lunch time call will be from around 12noon for 1 hour – 

This will include preparing me some lunch and encouraging me to eat, prompting me to take my medication and generally making sure I am comfortable and safe.  If there is time during this call you will be required to support with general household tasks.  You will also ensure that I have drinks available for the afternoon. 
There may be times when you are required to support me with medical appointments as well and collecting prescriptions.  For this reason, you should be a driver with your own car.
Due to my conditions I can have some days that are better than others, my pain levels fluctuate from day to day so if I am having a very bad paid day I will let you know that I may not be able to get out of bed that day, I do not expect you to encourage me to get up but instead to go about your normal duties around the children and household tasks.  Although it is very rare that I won’t get up even if I am in pain, I always make sure I am up before the children go to school.  

Basically, this role is to make sure I don’t overexert myself which will lead to pain and reduced mobility, affecting my role looking after my children and family. 
You should be friendly and pro-active, practical and able to get on with tasks in the background and be available when needed. 

I’m looking for someone who can come in, get on with their role and feel confident with getting on with things.  You will need to be approachable and respect our family’s privacy. 

My personal assistant will work under my direction to meet my needs and will be accountable to me in all aspects of your work.  You should always ask first what my needs are and should always listen to and act on my requests and directions.  I prefer that my assistance is given by a woman who must be reliable.  You must also be able to respect my privacy and have an understanding of the need for confidentiality in all areas of your work.

Main Duties

My Personal Assistant will be expected to do the following tasks.  Some tasks are daily, others weekly or monthly.
As my needs will vary it is important that the personal assistant is flexible about what the work involves and agrees to undertake any other reasonable Personal Assistance tasks that I request.

Personal Assistance

· Assisting with preparing and cooking meals.
· Support with getting out of bed each morning and dressed
· Prompting to take my medication when needed

· Collecting prescriptions when required 
Domestic Assistance

· General Housework

· Ironing

· Changing bedding
· Laundry
Other Assistance

· To be on hand/nearby at all times when working for me
· Possible assistance to attend Hospital and Doctors’ appointments
Enabling me to carry out any chosen activity whether inside or outside my home, and by carrying out any other requests which I may reasonably make.

Training

There are no formal qualifications needed to do this job.  For the most part of the tasks and assistance involved can be learned through the personal assistant and I working together.  I am the person best qualified to know what my needs are and how they are best met.

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.

Personal Assistant Person Specification

To be my Personal Assistant you must:

· Be willing to work under my direction

· Be able to remain close by at all times when working for me
· Have good communication skills

· Have a positive attitude 

· You must not smoke in my presence (a non smoker is 
preferred)
· Be confidential in your work and understand the importance of 
this

· Be patient when doing repeated tasks

· Not drink alcohol when working for me

· A driver with a clean driving licence essential
· Have good general health

· Be reliable and trustworthy

· Be a good timekeeper
· Be able to work in different settings

· Be able to accept responsibility and work on your own initiative

· Be clean and tidy to my specification

· Have at least basic reading, writing and number skills 

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

