
Employer ref: YK/21/3 
Job Description and Person Specification 

 
 
Job Title: Personal Assistant 
 
Hours of work: 3 hours a week 
30 minutes morning visits (10am) for meal prep: Monday, Wednesday, Friday and Sun.  60 
minutes for cleaning – day/time is flexible 
 
Salary: £10 per hour 

 
Job Purpose: 
You will be responsible for supporting a physically disabled lady to maintain her independence 
in her own home.    
 
Accountable to:  
Your employer is the lady you with be supporting. She will provide any day to day line 
management.  
 
Overall Purpose of the role: 
To prepare the meals for the day, breakfast, dinner and tea.  Supporting with housework. 
  
Required Qualifications/Experience 

● Must be self-motivated and well organised. 
● To communicate effectively at all levels. 
● Genuine interest in working within a caring environment. 
● Independent worker, able to use initiative and self manage time and task.  

 
Main Tasks : 

● Meal preparation 
● Loading/unloading the dishwasher 
● Changing the bed 
● Laundry 
● Ironing  

 
This list is not exhaustive. 
 
 
Responsibilities: 
Communication - As far as possible resolve any questions regarding the task prior to beginning 
work. Arrive at the agreed time ready to work. Give notification if you are going to be more than 
ten minutes late.  



It is important to establish a close working relationship when working on a one-to-one basis. If 
any problems arise it is important to discuss and resolve them as soon as possible. Be as open 
in your communication as possible. 
  
Confidentiality - As a Personal Assistant you should respect the privacy of the person you are 
working with. Many problems can arise from casual conversation about the help and assistance 
you might give. Try to maintain a professional approach at all times. 
  
Attitude - As a Personal assistant you should appreciate the strains and stresses involved for 
the employer and the effect that this can have on the acceptance of help. Understand that the 
preservation of dignity and independence is important to the person you support and their 
family. 
 
Follow instructions – complete tasks as requested.  
 

Person Specification/Qualities of the Personal Assistant  
 
As a Personal Assistant you should feel confident to ask what your employer’s needs are, 
always listen to their requests and to interpret them correctly. 
  
Personal Assistants should be able to handle the physical skills of lifting, handling, pushing and 
bending. The personal assistant does not have to be a strong person physically to do the job 
well, however, general good health is important.  In this post there will be tasks like changing 
the bed and retrieving items at ground level or under beds etc which your employer cannot 
reach. This is a post for a fit and active individual who takes pride in their work and likes to get 
things done. 
  
You should be: 
Fit and active, energetic and enthusiastic! 
Warm, approachable and professional  
Able to communicate well with others and understand how your communication must change in 
different circumstances. 
Calm and well organised. 
Open minded. 
Reliable and trustworthy. 
Able to accept responsibility. 
Able to work on own and work with initiative as the occasion arises. 
Clean and have no unhygienic habits. 
Willing to learn the job well. 

  
  
Other considerations: 



Personal assistants should also respect the relationships of the employer with other household 
members and with visitors. Joining in at social occasions etc. should be at the invitation of the 
employer. 
  
  
  
 


