
FEMALE JOB DESCRIPTION
JOB TITLE:
Social Personal Assistant
JOB ROLE:
To provide high-quality support, personal care and companionship to Ella, a young person with autism, learning difficulties, epilepsy and pica.
JOB SUMMARY:
To act as a caring, patient, proactive and reliable Personal Assistant, providing social assistance, companionship and personal care. The role involves supporting Ella to access the community safely, enjoy recreational activities and have positive experiences while promoting her wellbeing and independence.
HOURS OF WORK:
4 hours per week during school term time, increasing to 8 hours per week during school holidays.
Hours will be worked on Saturdays during term time, with flexibility and arrangements to be agreed with the family.
BASE:
Ella’s family home in Westerhope, Newcastle upon Tyne, NE5, and community locations as required.
REPORTING TO:
Ella’s parent.
RESPONSIBILITIES
· Provide high-quality support, companionship and social engagement.
· Assist and accompany Ella in her chosen activities, including visiting parks, the beach, walking the dog, exploring local places and shopping.
· Provide safe and dignified personal care, including nappy changing when required.
· Recognise and respond appropriately to Ella’s non-verbal communication and individual needs.
· Provide close supervision to maintain Ella’s safety, particularly due to pica and her limited awareness of the risks associated with putting non-food items in her mouth.
· Follow parental guidance and agreed procedures to support Ella’s safety and wellbeing, including in relation to her epilepsy.
· Safely accompany Ella on community outings and support her to participate in social and recreational activities.
· Support Ella to maintain as much independence as possible while ensuring appropriate supervision.
· Maintain health, safety and security, including following appropriate hygiene and infection prevention measures.
· Maintain confidentiality at all times.
· Communicate effectively with Ella’s parent regarding her activities, wellbeing and any concerns.
· Undertake relevant training as required.
REQUIREMENTS OF THE POST
· Respect Ella’s privacy, dignity and individual needs, maintaining a professional approach at all times.
· Maintain confidentiality in all aspects of the role.
· Respect the family’s values, beliefs, preferences and routines.
· Promote Ella’s independence while ensuring her safety and wellbeing.
· Establish a positive working relationship with Ella and her parent.
· Communicate openly and discuss any concerns with Ella’s parent.
· Respect and take care of the family home, possessions and equipment.
· Smoking is not permitted whilst on duty, including during outings or when travelling in a vehicle.
· Alcohol and other mind-altering substances must not be consumed before or during any shift.
· Maintain timesheets and any other required employment records accurately and up to date.
· Arrive punctually for agreed shifts and notify Ella’s parent if late or unable to attend.
· Personal mobile phones should only be used when necessary and appropriately whilst on duty.
· Understand that Ella’s needs may change over time and that duties may be reviewed and amended in consultation with the post holder and her parent.
PERSON SPECIFICATION
Professional Requirements
· Previous experience supporting young people with additional needs on a one-to-one basis would be desirable.
· Experience supporting individuals with autism and communication difficulties would be beneficial.
· An understanding of pica and the importance of close supervision to reduce risks.
· An understanding of epilepsy and willingness to follow agreed guidance and emergency procedures.
· Ability to recognise and respond appropriately to non-verbal communication.
· Ability to demonstrate an understanding of safe working practices and safeguarding.
· Good communication and observational skills.
· A reliable and responsible approach to work.
· A full driving licence and access to a car would be advantageous but are not essential.
· Satisfactory enhanced DBS check and any other applicable safeguarding requirements.
· Good level of physical fitness to accompany Ella on walks and community outings.
Please note: Relevant training will be provided as required to support the successful candidate in meeting Ella’s individual needs, including guidance on pica, epilepsy and safeguarding procedures.
Personal Requirements
· Caring and compassionate.
· Patient, calm and understanding.
· Motivated and enthusiastic.
· Good sense of humour and sound common sense.
· Willingness to act in Ella’s best interests at all times.
· Punctual, reliable and trustworthy.
· Observant and vigilant, particularly when supporting Ella outdoors and in public places.
· Able to remain calm and respond appropriately to changing situations.
· Able to work independently using initiative while following parental guidance.
· Able to work collaboratively with Ella’s parent and support network.
This post is subject to the relevant provisions of the Equality Act 2010, including Schedule 9 where applicable.
At the time of starting employment, the successful candidate must have permission to work in the UK.
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