                                   Job Description – DE129

This post will require you to work as a Personal Assistant to a lady in the Buxton area.  You would be required to assist her with her paid employment using her car to drive her to and from various places of work in the High Peak district.  A clean driving license would be essential.  You would need to load and unload tables, display stands and boxes to and from her car and set them up or take down at various events she attends as part of her work.  You may also be required to assist in serving drinks at the events.

You would need to have clear, legible handwriting and basic office skills to take notes and keep records for her.  It would be essential to keep client information and records confidential at all times. 

No personal care would be required but flexibility and a willingness to support the employer with any assistance she requires would be essential.

Work would start between 9am and 10.30am depending on the days schedule.  You would be required to work four hours on Monday, 6 hours Tuesday, Wednesday, and Thursday with a late afternoon or evening shift approximately once per month.  There will also be occasional work on Saturdays or Sundays so a willingness to be flexible would be an advantage.

Exact days and times of work are subject to negotiation with the employer.

Rate of pay £8.00 per hour – no enhancement for weekend or bank holiday working.

General Information.

The P.A. should understand their role in facilitating the self-defined needs of the person.  They should always ask what the persons needs are and listen to the requests and directions given.

P.A’s should be able to handle the physical skills of lifting, pushing and bending.  One does not have to be a strong person physically to do the job.  However, general good health is important.

Personal Qualities.

A personal assistant must be:

· Trustworthy

· Reliable and Responsible

· Discrete and respect the importance of confidentiality

· Conscientious

· Responsive to instructions

· Sensitive and observant enough to know when their assistance is needed

· Flexible and adaptable

· Easy going

· Patient and tolerant of other’s difficulties.

Personal Assistants Responsibilities.

· Arrive at the scheduled time, ready to work.  Notify if you are going to be arriving late when possible, give advanced notice of holiday leave and whenever possible sick leave.  Punctuality and reliability are essential.

· If problems or queries arise, it is important to discuss and resolve them immediately with the individual, when working on a one to one basis, it is important to be as open in your communication as possible.

· Since you will have access to confidential information concerning aspects of the person’s life, it is important that you respect the privacy of the person you are working with.  Try to be discrete and professional at all times.

· Respect the lifestyle, routine and opinions of the person with whom you work.  Do not interfere or impose your own judgments and opinions unless requested to do so.  Remember, your job is to enable the person to lead an independent lifestyle of their choosing. 
· You are not employed as a companion.

