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Job Description 
 
JOB TITLE: Personal Assistant 
 
PURPOSE OF JOB: To enable me to live an independent life 

the way I want, by helping me overcome 
physical and other barriers I experience 

 
PLACE OF WORK: At my home and at times at my work, in 

and around London, and occasionally 
further afield (including overseas) 

 

 
 

Core duties 
 
1. Assist me with personal care and personal tasks. These include: 

 
1) getting me up in the morning and going to bed  
2) washing, dressing, toileting, showering, bathing, shaving, 

styling my hair 
3) helping me eat and drink 
4) taking tablets, and helping me manage my hearing aids 
5) other aspects of personal hygiene/ personal grooming 
6) supporting me to have a personal private life. 
 

2. Transferring me between wheelchairs and other places, e.g. 
toilets, baths and beds (without the use of a hoist) 

 
3. Sleep on my premises overnight, getting up to assist me during 

the night as required. 
 
4. Support me to carry out exercises and other activities to 

maintain my physical health and comfort, which includes 
physiotherapy-type exercises and massage. 

 
5. Assist me to participate in social, educational, voluntary, political 

and leisure activities, whether in my home or elsewhere. 
 

6. Drive me around in my vehicle, from place to place, sometimes 
under direction and sometimes on your own, and always in 
accordance with UK Highway Code. 

 
7. Assist me with the physical side of tasks such as opening post, 

filing, using my computer keyboard, handwriting, always under 
my direction. 
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8. Carry out shopping and other errands, etc – with or without me 
present – as directed.  

 
9. Prepare freshly-cooked meals in my home, usually under my 

direction but occasionally on your own, with subsequent 
washing-up and cleaning of kitchen. 

 
10. Maintain a high standard of cleanliness throughout my home. 

This includes changing and making beds, dusting, polishing, 
washing and vacuuming floors, cleaning toilets and bathrooms, 
cleaning of kitchen, emptying of bins, cleaning windows, 
polishing and any other domestic duties that I may ask of you.  

 
11. Dealing with my laundry, including ironing. 
 
12. If I am using my manual wheelchair, pushing me around (both 

inside and outside) in a manner which is safe, and which may 
include navigating steps. 

 
13. Assist me with other tasks such as watering plants, changing 

lightbulbs, other light DIY tasks, sorting and tidying up, etc.  
 

14. Performing any other requests I may reasonably make that 
enable me to carry out other activities which I may choose or 
need to do from time to time. 

 
15. Respect my privacy and maintain confidentiality at all times 

regarding my personal and work life and what happens in my 
home. This includes all information that you obtain in relation to 
me, my family and friends, and in relation to my work. 

 
Occasional duties 

 
16. Assisting me with my hobby of gardening on my roof terrace. 

 
17. Travel with me, whether on work trips or trips for my pleasure. 

This will entail travelling away for several days and occasionally 
for longer periods of time. 
 

18. Standing in for other PAs (home or work), when they are off ill or 
on holiday, which may be at short notice (and may mean you 
need to rearrange existing social arrangements).  
 

19. Assist and support me with serving food and drinks to my 
guests.  

 
20. Assist me with occasional maintenance and cleaning of my 

wheelchair and vehicle 
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Person Specification 

 
for the role of Personal Assistant to Mike Smith 

 
Essential Skills/Knowledge/Experience 
 

1. Must demonstrate enough physical strength to assist with manual 
transfers and pushing my wheelchair (you will get manual handling 
training). 

2. Must be comfortable assisting me with personal care/hygiene tasks, 
some of which are intimate in nature. 

3. Must have an ability to (or interest in learning how to) assist me with 
exercises, stretching, massage. 

4. Must be able to accept and follow instructions and manage your 
time effectively. 

5. Must be able to communicate verbally and in writing using English, 
at least to an intermediate level. 

6. Must demonstrate a good level of competence at 
housework/laundry/ironing. 

7. Must have an ability to prepare and cook food (you do not have to 
be an expert, but at least have a willingness to learn).  

8. Must have the ability to drive a vehicle with manual transmission 
(gears) competently, with a valid UK, EU or international driving 
license. 

9. A calm and patient nature, a conscientious attitude, an ability to 
listen to and then accept and follow instructions are all essential. 

10. Must understand and be considerate of the private and confidential 
nature of nearly all the interactions I have, being discrete and 
keeping confidentiality where necessary.  

11. Must have reasonable flexibility in terms of working hours, both 
from one day/week to another and also during the occasions when I 
need to travel away from home/London. 

12. Must be comfortable working around, and accepting of, gay people 
and people of different ethnic/cultural backgrounds. 

13. Must have good levels of personal cleanliness, as we will be 
working in close proximity. 

14. Must be able to work in a wide range of social situations. This 
occasionally may require you to dress more smartly, although 
usually day-to-day clothing will be fine. 

15. You should be already meet all of the necessary legal requirements 
to work in the UK without restriction. You should be able to travel 
with me abroad.  
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16. Must demonstrate punctuality and reliability. Poor timekeeping/non-
attendance at work could result in disciplinary procedures. 

17. You should remain contactable by email and have your own mobile 
phone, so that I can contact you during working times, or if I need to 
arrange emergency cover. 

 

Desirable Useful Skills/Knowledge/Experience 
 

Specific experience of working in this type of employment is not required, as 
any training agreed to be necessary will usually be given on the job. The 
following are not essential but may be an advantage.  

 

1. Non-smoker preferred (you will not be permitted to smoke in my flat, 
and cigarette breaks may only be taken if you are already on a break) 

2. Paid or unpaid experience of domestic and/or administrative work. 

3. Ability to safely push a wheelchair. 

4. Ability to use a computer. 

5. Experience of gardening. 

6. Experience of minor DIY. 

 
 


