Post ref no.

Job Description

Post:



Personal Care Assistant/Support Worker
Responsible to:                  ……………………………………………..
Salary per hour:

£ ..............................................................
Hours of Work:
           ……. hours per week 
No of employees required: …………

I require my personal assistant to work:
	Mornings
	
	Nights  
	

	Afternoons
	
	Holiday cover
	

	Evenings  
	
	Varies  
	

	Weekends  
	
	Bank Holiday Cover
	

	Specific hours required

	


Probationary Period:
12 weeks.

Any incentives on a successful completion of probationary period:

If applicable to the position:

I will cover:   mileage  (      expenses  (
I need:

	Car driver                                        
	
	Fluent in another language  
	

	Car owner
	
	Please specify: 
	

	Qualifications in care (i.e. NVQ)        
	
	Literacy Skills                                           
	

	PC Literate                                               
	
	Knowledge of using a hoist
	

	Counselling                                              
	
	Knowledge of wheelchair use                  
	

	First Aid
	
	Motivational                                              
	

	Heavy Handling
	
	Financial skills                                          
	

	Health and safety
	
	Peg feeding                                              
	

	Safe handling of medicines
	
	Catheter experience                                 
	

	Childcare
	
	Sign language 
	

	CRB check                                               
	
	Please specify: 
	


Experience:

	No experience required
	

	Previous care experience                        
	

	(ONE YEARS/TWO YEARS etc) Please specify…………………….
	

	In mental health/disabilities/autism etc    
	

	Please specify:
	

	Childcare                                                  
	

	Challenging behaviour                             
	

	Working with young adults                       
	

	
	


Special Requests:
	Same Gender                                                 
	

	
	


Your advisor will discuss the pros and cons of these requests. Please note that legislation paperwork will be required to be completed.
· Request for an exception under the sex discrimination ACT 1975 (SDA)


Key Duties and responsibilities:

F= Frequently O=Occasionally

Social:
	Activity
	F
	O
	Activity
	F
	O

	Outdoor activities
	
	
	Please specify
	
	

	Sport
	
	
	Museums/art galleries
	
	

	Cinema
	
	
	please specify
	
	

	Bowling
	
	
	college/night classes etc
	
	

	Youth club/day centre etc
	
	
	please specify
	
	

	Please specify
	
	
	Shopping
	
	

	Volunteering 
	
	
	Sitting service
	
	

	Computer games/watching DVDs
	
	
	Playing games
	
	

	Outings
	
	
	Please specify
	
	

	Please specify
	
	
	
	
	

	
	
	
	
	
	


Notes:

Personal:

	Task 
	F
	O
	Task
	F
	O

	Bathing
	
	
	Catheter
	
	

	Washing Hair
	
	
	Peg feeding
	
	

	Dressing
	
	
	Medication administration
	
	

	Applying creams
	
	
	Feeding
	
	

	Toileting
	
	
	Childcare*
	
	

	
	
	
	
	
	


Notes:

	How many children:
	Feeding
	F
	O

	 
	Taking/Collecting  to/from school/Nursery
	
	

	Please specify Ages
	Changing
	
	

	 
	Bathing/dressing
	
	

	 
	Babysitting
	
	


* For childcare please complete:
Domestic:

	Activity
	F
	O
	Activity
	F
	O

	Polishing
	
	
	Shopping
	
	

	Vacuuming
	
	
	Childcare
	
	

	Laundry
	
	
	Gardening
	
	

	Ironing
	
	
	Checking food
	
	

	Changing Bed linen/making beds
	
	
	Meal preparation
	
	

	Upkeep of:
	
	
	Snacks/Drinks preparation
	
	

	Kitchen
	
	
	Checking food for sell-by dates
	
	

	Bathroom
	
	
	Pet upkeep*
	
	

	Living areas
	
	
	
	
	

	Sleeping areas
	
	
	
	
	


Notes:

Employer Statement:


Does the above job description match your care plan? Yes (  No (
Please note that the more detail you input into the job description the more interest that will be generated and the likelihood of finding the best candidate will increase.

Data Protection: Please explain your condition/disability to potential applicants. Giving as little or as much information you wish to divulge

Closing date of applications:                       Time Scale after closing date:
	Two weeks
	

	Three weeks
	

	Four weeks
	

	Two weeks
	

	Three weeks
	

	Four weeks
	


A4e Admin Support:

Would you like the applications:

	Emailed
	
	Posted
	
	Faxed
	


Please provide details to whom and where the applications will be sent to:


Would you like your job description to be typed up? Yes (  No (
Where you would you like the interviews to be conducted?

	At my home
	
	A4e Advisor present
	

	At another location
	
	A4e Advisor present
	

	A4e  office
	
	A4e Advisor present
	


How would you like the potential candidates to be contacted?

	I will contact personally
	
	A4e office to contact
	


A4e Admin support:

	 
	Yes
	No

	Letters to unsuccessful candidates
	
	

	Reference requests
	
	

	Courtesy calls
	
	


Please Sign and date the job description. 
Employer:

Signed   ……………………………………………………………………………….

Date    ……………………………………………………………………………….
Employee: 

Signed   ……………………………………………………………………………….

Date    ……………………………………………………………………………….














































































   For legislation advice:


  ACAS:        08457 47 47 47


        FISH:          01772 72 44 42
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