FEMALE JOB DESCRIPTION
JOB TITLE:
SOCIAL PERSONAL ASSISTANT
JOB ROLE:
To provide high quality support, personal care and companionship to Enid, supporting her with her daily routines, personal care, meals, household tasks and accessing the community.
JOB SUMMARY:
To act as a highly professional, proactive and reliable Personal Assistant who will provide patient, respectful and compassionate support to Enid. The successful candidate will assist Enid with her daily activities while promoting her independence, dignity, choice and wellbeing.
HOURS OF WORK:
25 hours a week - Two visits per day, approximately 9:30am/10:00am in the morning and 5:00pm for the evening visit.
Hours and days to be agreed with Enid and may include weekend work, depending on her requirements.
BASE:
Enid’s home in Gosforth.
REPORTING TO:
Enid / relevant family member or support representative.
RESPONSIBILITIES
· Provide high-quality support, companionship and social assistance to Enid.
· Support Enid with her daily routines while promoting her independence and choices.
· Provide safe, dignified and respectful personal care, including support with dressing.
· Prepare and support Enid with meals, including her evening meal.
· Complete agreed light household duties and general housework to help maintain Enid’s home.
· Accompany and support Enid when accessing the community, including shopping and other activities of her choice.
· Provide appropriate assistance and reassurance to Enid in relation to her visual impairment.
· Support Enid to move around safely and confidently within her home and when out in the community.
· Transport and accompany Enid to chosen destinations where required. The successful candidate must be a car driver with access to a suitable vehicle.
· Encourage and support Enid to maintain her independence and participate in activities that are important to her.
· Take responsibility for Enid’s wellbeing and safeguarding whilst she is in your care.
· Maintain own and others’ health, safety and security, including applying safe infection prevention and control measures where required.
· Maintain confidentiality at all times.
· Communicate effectively with Enid, her family and any other members of her support network.
· Report any concerns regarding Enid’s wellbeing, safety or support needs appropriately.
· Undergo relevant training as required.
· The duties of the role may change depending on Enid’s needs and will be reviewed periodically with the post holder.
REQUIREMENTS OF THE POST
· Respect Enid’s privacy and maintain a professional approach at all times.
· Maintain confidentiality in all aspects of the role.
· Respect Enid’s personal choices, values, beliefs and preferences.
· Preserve Enid’s dignity and support her in maintaining as much independence as possible.
· Establish a positive and trusting one-to-one working relationship with Enid.
· Be open and honest in communication and discuss any concerns or difficulties appropriately.
· Respect and take care with Enid’s home, possessions and equipment.
· Smoking is not permitted at any time whilst on duty, including when accompanying Enid on social excursions or when driving her.
· Alcohol and other mind-altering substances are prohibited before and during any shift.
· Maintain timesheets and other relevant records, ensuring they are complete and up to date.
· Arrive for work at the agreed time and inform Enid or the appropriate contact if you are going to be late or absent.
· Personal mobile phones should only be used appropriately and in emergency situations when on duty.
· Enid’s needs may vary daily and over time. Duties and tasks may therefore alter accordingly and will be reviewed and amended periodically following discussion with the post holder.
PERSON SPECIFICATION
Professional Requirements
· Previous experience of providing care or support to adults on an individual basis.
· Previous experience of supporting individuals with visual impairment would be beneficial.
· Experience of providing personal care is preferred.
· Good understanding of promoting independence, dignity and choice.
· Able to demonstrate a good understanding of the need to apply and follow safe working practices.
· Excellent communication and observational skills.
· Patient, attentive and able to respond appropriately to Enid’s individual needs.
· Reliable work record.
· Full clean driving licence and access to a suitable vehicle – essential.
· Satisfactory enhanced DBS check, where required.
· Willingness to undertake relevant training.
Please Note – full training will be provided where required to support successful candidates in providing the specific care and support Enid requires, together with ongoing updates as appropriate.
Personal Requirements
· Caring and compassionate.
· Patient, respectful and understanding.
· Motivated and enthusiastic.
· Good sense of humour.
· Sound common sense.
· Willingness to always act in Enid’s best interests.
· Punctual and reliable.
· Resilient and able to remain calm and supportive when challenges arise.
· Able to work effectively on an individual basis and use own initiative.
· Able to build a trusting and respectful relationship with Enid.
· Understanding of the importance of maintaining Enid’s independence, dignity and choice.
· Flexible and willing to adapt support according to Enid’s changing needs.
This post is exempt under the Equality Act 2010 Schedule 9 paragraphs 1–4.
At the time of starting their employment, the successful candidate must have permission to work in the U.K.

