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Mike Smith’s PA role - information pack 
 
This information pack is important reading. Please read it carefully prior to 
completing the job application form. I know there is a lot in here, but my 
experience shows that understanding more about the role and what it would 
be like is important for you to decide if this is the right role for you, and will 
help you make that decision before investing time in completing the 
application form. You should read it alongside the job description and person 
specification which are contained in a separate document for easy reference. 
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Information about the application process 
 
This information pack is prepared for whether I am recruiting for either full-
time (2 or 3 shifts per week/approximately 10 per month) or part-time (1 or 2 
shifts per week/approximately 5 per month).  
 
Application process I have an online application form which you can complete 
- see the link in the email you received. You should be able to complete this 
online, on your computer or on a mobile device. But please read all of this 
document carefully before completing the application form, and consider its 
content when answering the questions. Make sure you give me enough 
information in your written answers to help me decide you are a candidate 
that I should shortlist.  
 
In particular, please think carefully about the answers to the questions about 
how you meet the criteria of the job description and person specification. 
People who write very short answers tend not to get shortlisted for interview 
because I don’t have enough information.  
 
Please answer all of the questions on the application form. I do not accept 
CVs as an alternative to an application form (although you can use them to 
support an application but only as an alternative to listing previous 
employments and qualifications).  
 
The application form starts with the following for showstopper questions:  

• confirmation of your right to work in the UK  

• information about your driving licence  

• confirmation whether you are 21 or over (relevant for my car 
insurance). 

 
The most important questions for me are the following three questions: 
 

• Please read the Job Description and the Person Specification and then 
write a statement saying why you have the skills and experience 
necessary to do the job - You should explain how you meet each of the 
17 essential criteria on the person specification. Where possible give 
examples from any experience (paid or unpaid) that you have that 
demonstrates each criteria. If you also meet any of the 7 desirable 
criteria you can explain how. Please don't write just one or two 
sentences as it is unlikely you will be interviewed) 

• Why are you interested in this position?  

• What have you done to demonstrate physical strength? - This is to give 
some evidence that you will be strong enough to lift me safely for both 
me and you. Think about other jobs/roles, sport, etc 

 
Shortlisting of candidates will occur shortly after the closing date, and if you 
are shortlisted you will be asked to attend a first interview that will last 
approximately 45 minutes. This first interview will probably be one evening 
after work, or during the day at the weekend. 
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Candidates who successfully pass the first interview will then be asked to 
attend a more practical and longer second interview, which will last a few 
hours. The purpose of this will be for both you and me to get to know each 
other better and for both of us to consider whether this is the right job for you. 
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Frequently asked questions 
 

Question Answer 

Is this a live-in 
job? 

No, but you do sleep over when you're doing a shift 

Can I work more 
2/3 shifts a 
week? 

Normally, no. You are part of a team, and the 
schedule/rota is split between you all. However, if one 
other person is on annual leave you will be working 3 or 
4 shifts that week 

Can I only work 
certain days each 
week? 

Normally, no. It makes it difficult when I'm trying to 
schedule the rota. However some people do make 
requests, and I accommodate them when I can. The 
real issue comes when you need to cover for other 
people. 

Can I do another 
job at the same 
time? 

Probably. But it would normally need to be during the 
day on weekdays, to allow enough flexibility to fit in 
around working shifts with me. And you would need to 
ensure you didn't have to start too early (to leave time to 
finish working with me and then travel). Other people 
have done part-time jobs, which have worked. It 
depends on the circumstances. 

I've never done a 
job like this 
before. Does that 
matter? 

Definitely doesn't matter. In fact it is often an advantage. 
Sometimes if people have done similar work before, 
they find it strange that I like doing things differently to 
their previous experience. I’ll be giving you on-the-job 
training anyway. 

English is not my 
first language. 
Does that 
matter? 

I've employed lots of people who have English as a 
second language. We can usually get around things, but 
you will need good enough English to understand my 
instructions. 

There are some 
things in the job 
description I've 
not done before. 
Does that 
matter? 

Not necessarily. What's more important is a willingness 
to try and to learn. 

Will I get any 
training? 

Yes. I'll give you a whole structured induction period, 
including training from other PAs on areas such as my 
exercises/massage. 

Do I need any 
medical training? 

No. Everything you do for me is just doing physical 
things that I can't do for myself. Even helping me take 
medication is just taking some daily tablets out of the foil 
and putting it into my mouth. 

Is there an 
induction period? 

Yes. For the first three months, I'll give you monthly 
reviews on top of day-to-day supervision. That way you 
can talk about anything that's on your mind, and I can 
give you feedback on how things are going.  
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I've never done 
"personal" things 
for someone else 
before. Isn't that 
a bit weird? 

I've got used to it, and you will too - everyone does. My 
choice is not do something at all, or get some help. As 
I'm comfortable with it, that will help you get used to it. 

How long do 
people generally 
work for you? 

The shortest was six months, but this was someone 
who I asked to leave. For everyone else, the minimum 
anyone has stayed was around 18 months, and some 
people have worked for me for 5 to 7 years. 

I don't have a UK 
passport. Does 
this matter? 

I do require everyone to have the right to work in the UK 
already, and I'll check this at interview. If you don't have 
an EU passport, I may take into account restrictions on 
your ability to travel to other countries. 

I don't have a 
driving licence. 
Does this matter? 

Driving me around is a critical part of the job, so you 
must be able to drive in the UK. My standard car 
insurance is for anyone 21 years old and over. I will 
need to check whether you have any 
points/endorsements on your license. If you don't have 
a driving licence, that will mean I can't employee you. 

Can I work with 
you if I am 
younger than 21? 

Normally no. It would cost me quite a lot extra each year 
to insure my car on top of my current premiums, which 
would be an excessive cost for me. 

 
 

Everything you ever wanted to know about 
working as a PA for Mike Smith 
 
 
Introduction 
These notes are intended to give you a better understanding of what it would 
be like working for me. They should help you decide if you are interested in 
the job and also help you complete the application form. They’ve been 
developed over time, and with the input of previous PAs. 
 
Your main role is to enable me to live the life I want to lead, irrespective of my 
disability. I lead an active life, at work and socially, and your role is to help me 
do all of the tasks and activities that I find difficult or impossible to do myself. 
This is so that I can live the same kind of life that anyone else would expect 
to. It does not mean that you will "care" for me in a more conventional sense, 
although there will be some things you do that might be called personal care 
tasks. The important thing for you to understand is that I am a capable 
individual with an active lifestyle, so your role is to help me live life the way I 
want to. This is why the job title is "Personal Assistant", rather than "carer", 
and the distinction for me is an important one. 
 
The rest of these notes are structured as follows: 

• a bit more about me 

• a bit more about day-to-day aspects of your job 

• daytime working 
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• travel (extended shifts) 

• planning the days and hours that you work 

• physical strength 

• your relationship with me 

• sexual orientation 

• my home  

• holidays, bank holidays and holiday/sickness cover 

• working part-time/full-time 

• pay rates and contracts 

• frequently asked questions 
 
 
A bit more about me 
I live in my own property. I am gay, although currently single. I'm a graduate 
and work as a chief executive in a not-for-profit organisation. I also hold a 
position on the boards of a number of other organisations. My jobs are 
complex and demanding and often require working overtime. Occasionally 
they require me to travel away from London, sometimes overseas. 
 
I have a full and varied social life. I often go out for dinner or drinks with 
friends, go to concerts, theatre, film, art exhibitions, etc, and also like to 
entertain and cook for friends at home.  
 
I am also involved in a number of voluntary and campaigning/political 
activities. These often require attendance at meetings at various locations 
around London in the evening after work. You may need to help me at these 
as well. My life is quite varied, and so this means that many days when you're 
working with me one day will be different from the next. 
 
I have a relatively rare neurological condition that I have had from birth. It 
gives me reduced strength and limited dexterity throughout my body. I use a 
wheelchair full-time and switch between using a manual and a motorised 
wheelchair. If I'm using my manual wheelchair I need assistance to get 
around. My hands no longer work as well as they used to, making it difficult to 
pick things up, type on a computer, etc. My condition becomes more impactful 
slowly year-on-year, and I am adept at getting used to those changes. 
 
A bit more about day-to-day aspects of your job 
A job description is above, and this will form part of your contract. If you have 
not already done so you should read it now to gain an overview of the sort of 
tasks that I will ask you to perform. But most of the tasks are around doing the 
sort of practical, day-to-day things that anyone else does, but which I can't. 
 
There are basically two different types of shift that you might work. These 
include: 
 

Regular Starting in the evening, sleep-in overnight and then the following 
morning (with extra hours at the weekend) 

Extended if I am travelling away from home, etc 
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More detail on shift patterns and when you might work on any particular day is 
provided later in this document. The rest of this section is simply to give you a 
better understanding of what the role is like.  
 
If you are working a regular shift (see diagram later in the document for 
reference) it is likely to start somewhere between 6 o'clock and 10 o'clock in 
the evening. I may ask you to meet me either at home (Wapping) or at work 
(near Canary Wharf) to assist me in whatever I am doing that evening. 
Depending on my plans occasionally you may need to start earlier or later. 
 
You will see from the job description that there is a fairly wide variety of tasks 
that you may be involved in. During an evening you can be doing anything 
from driving me somewhere, to assisting me in voluntary activities, managing 
my paperwork, helping me cook, or doing some ironing or housework. 
 
At the end of the evening I require assistance undressing, perhaps showering, 
and getting into bed. The time that this happens will vary from day-to-day. You 
will then be able to go to sleep yourself. I will usually need to wake you up 
once during the night to assist me, for example getting a drink or going to the 
toilet or moving in bed. This would usually take just a couple of minutes. 
 
Sometimes I will sleep right through the night. Much more rarely I will need 
help more than once. Most people get used to helping me during the night 
quite quickly, but if you are someone who finds it very hard to get back to 
sleep, once you have been woken up, this may not be the right job for you. 
 
I tend to have a busy life, and often do not get eight hours sleep on a 
weekday, in which case you won’t either. At weekends I try to sleep a little 
longer. 
 
My day starts with you helping me get out of bed, shaving (if I haven’t got a 
beard), getting on and off the toilet, getting in and out of the shower or bath 
and subsequently getting dressed. Part of the time you will be helping me with 
these tasks and the rest of the time you will be doing other tasks such as 
preparing my breakfast, getting papers ready for the day ahead, etc. I 
sometimes wear a suit and tie to go to work, so attention to detail in my 
physical appearance is important. If you don't know how to already, you will 
need to learn to tie a tie on me. 
 
I find exercises, massage and physio-type activities very beneficial. This is 
because my muscles and tendons get stiff sitting down all of the time, which 
causes me discomfort. You will need to help me with these activities. I can get 
you one-on-one training, usually by one of my existing PAs, and I can also 
teach you some of this myself. People who have performed massage or yoga 
type activities before, or who tend to be quite sporty themselves, seem to be 
quicker at becoming competent at these activities, but others have also learnt 
and become quite capable at them. 
 
Normally, when I'm at work, I receive assistance from my work-related PAs 
(which have a different job description). So ordinarily you will not need to work 
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during the day on Mondays to Fridays. But if the work-related PA is ill you 
may need to cover for them, and you will need to work during the day on 
weekdays sometimes if I am on annual leave or travelling away on extended 
trips. 
 
You will be entitled to legal minimum breaks, which is 20 minutes after six 
hours worked, although at times I will grant additional breaks at my discretion. 
You will need to agree with me when you will take meal breaks. If you're 
working over meal times you'll usually bring your own food with you, which 
you can warm up/cook as appropriate. I keep one cupboard in my kitchen 
available for PAs to keep basic food supplies. 
 
Daytime working 
My weekends are not as predictable as my weekdays, for obvious reasons. 
Sometimes I will stay at home all day, sometimes I will want to do different 
activities around London (e.g. shopping, art galleries, just going for a walk) 
and sometimes I will want to go away for the weekend. I will try to plan ahead 
with you what I will be doing, and when you will be needed, but some flexibility 
on your part will be required. 
 
The hours worked during the day at a weekend may be anything from a few 
hours to the majority of that day. Weekend daytime hours will almost always 
be tagged onto the beginning or end of another regular (overnight) shift. So 
for example you might start at 7 in the evening on a Friday and finish at 4 
o’clock on the Saturday. The next person then might start at some point 
between 5 and 7 on the Saturday and then work through until the agreed time 
on the Sunday. 
 
All of this will depend on your availability and my plans. This may mean 
working a 24-hour shift, or longer if we go away, but in these situations there 
will be gaps so it won't be too exhausting. 
 
Usually you will not be working before 18.00 or after about 9.30 during the 
“standard” working week (Monday-Friday). Sometimes there will be daytime 
working during the working week, for example if I am ill or on holiday or 
working from home (like the Bank Holiday Monday in the diagram later in this 
document). These may need to be worked at short notice. 
 
 
Planning the days and hours that you work 
I do not have enough funding to provide 24-hour assistance. Therefore I (and 
you) need to be creative and flexible in the way that I employ people. I also 
need some flexibility to make sure that I can make decisions around what I 
will do each day, and especially at the weekends.  
 
When I create a rota for the month I normally try to organise it so that people 
work on average every third day. But this will be flexible, if possible, 
depending upon if people have particular days that they would not want to 
work on that month (e.g a partner’s birthday or some other special event). I try 
to make it so that people get a whole weekend off every now and again, but 
weekend working is a necessary part of this job.  
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I usually create a schedule of work/shift rota in the last week or two of the 
preceding month, after checking any preferences and annual leave requests. 
So, for example, the schedule/rota for September will likely be worked out and 
shared with you sometime in the last 2 weeks of August. That schedule/rota 
will indicate the days when you will start work in the evening, and then work 
overnight. But I won’t agree with you until nearer the time the exact times that 
you will start and finish. So often, for example, you will know that you are 
working on a particular day and I will call you or text you on the morning that 
day to let you know what time I want you to start that evening. 
 
Last-minute changes in working times may be necessary, perhaps due to my 
work or other personal circumstances. In particular this will be the case when 
other PAs are ill and you need to cover hours for them. It is not critical, but it 
would be helpful for you if your journey to work was not too long. 
 
I also realise that I can’t keep people hanging around on any particular day 
waiting to hear from me if they want to make some plans, so if there is 
something that you want to do you can always check with me to nudge me to 
make decision quicker. 
 
Diagram of example work pattern of ‘Regular’ shifts (including daytime 
working): 
 

 Overnight Early 
morning* 

Daytime Evening* Overnight 

Mon PA ‘C’ shift Work PA PA ‘A’ shift 

Tues PA ‘A’ shift Work PA PA ‘B’ shift 

Weds PA ‘B’ shift Work PA PA ‘C’ shift 

Thurs PA ‘C’ shift Work PA PA ‘A’ shift 

Fri PA ‘A’ shift Work PA  PA ‘B’ shift 

Sat PA ‘B’ shift Alone*** PA ‘C’ shift 

Sun PA ‘C’ shift PA ‘A’ shift 

Mon** PA ‘A’ shift Alone PA ‘C’ shift 

Tues PA ‘C’ shift Work PA PA ‘B’ shift 

 
* Although the above diagram appears to show that the early morning shift 
ends and the evening shift begins at the same time each weekday these end 
and start times will in fact be different each day. 
 
** Bank Holiday Monday (I will not be going to work) 
 
*** Sometimes I will be alone, usually at home, or occasionally with friends 
instead 
 
Travel (extended shifts)  
Sometimes I will go away, either within the UK or abroad, and this may be for 
a number of days. This may be for recreation/holiday or it may be a work 
related trip. 
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I like travelling and going away on trips. The biggest trip I have done with a 
PA was for 13 weeks, travelling around Southeast Asia, Australasia and 
South America. But that is unusual, and trips are more likely to be from 
between a few days to up to 2 weeks. Recent trips have included Sweden, 
France, Spain, Turkey, Tenerife, Cuba and California. 
 
Sometimes I will also need to go away on a work trip, usually around the UK. 
 
If you are travelling with me on such a trip then necessarily the timing and 
nature of your tasks will vary quite considerably. Such trips can be tiring, 
because you will be working for a number of days consecutively. I will discuss 
and agree with you up front special arrangements for each trip. If staying in a 
hotel room, or similar, you may be sharing the same room with me. Your 
additional travel costs will be paid for. Sometimes I negotiate reduced pay 
rates for trips away (but only if it’s a trip where you will get lots of time off). 
 
Physical strength 
It does take a fair amount of physical strength to help me get in and out of 
bed, on and off the toilet, etc. I am approximately 58 kg, which is moderately 
heavy, but I cannot help you myself, and I don’t use a hoist. This means you 
will be doing virtually all of the work yourself. People who are of less than 
average strength have struggled in the past. Much of moving and transferring 
me is technique as much strength, but if you don’t have the core strength it’s 
unlikely that you will be able to lift me safely to both me and you. 
 
This is why the application form and interview process will make sure you are 
able to manage this. I consider not having previously had any problems with 
your back (that are not fully overcome) to be a genuine occupational 
requirement and I expect you to disclose any such issues to me.  
 
As well as testing your strength I will provide you with guidance and training 
on manual handling techniques as part of your induction. In general, it is men 
that are strong enough to lift me, but I don't require PAs to be male. 
 
Your relationship with me 
I am a pretty easy person to get on with. The working relationship that I have 
with each previous PA has been different, and has developed over time and 
through communication. By employing a number of PAs I am able to work 
differently with each person to best use each person's individual strengths. 
 
I like to have an open and friendly relationship with my PAs, particularly as we 
will be in each other's company quite a lot. It's important to me that we have a 
good working relationship, so that I feel comfortable having you around in my 
home, and you feel comfortable doing the role. And this has also often 
developed over time, so I have been to current and former PAs weddings and 
birthday parties, for example. As I say in my advert, I want my PAs to be 
humans rather than professional “carers”. 
 
However this does not mean that you are being employed to become "my new 
best friend". Some of the time I may chat with you and some of the time I may 
want my own space.  
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Things get a little more complex in social/work situations, but the basic 
guideline is that, although I may be in a social situation, you are at work. For 
example, I may ask you to help me serve food or drinks to my guests. You will 
not need to act like a waiter/waitress, but you will be there helping me do 
something I cannot do myself. If I am with friends or at work it is quite 
probable that I would prefer you to not join in with what is basically a private 
conversation.  
 
However this will not always be the case - it will depend on the circumstances, 
where I am, and who I am with - and so the best thing is to obtain guidance 
from me if you are unsure.  
 
As indicated above you will be my personal assistant, not my carer, and so 
you will not usually be making decisions for me. I may ask you to perform 
some tasks in a way that I prefer, which may be different to the way that you 
would normally do that task. This does not mean that I am not open to 
suggestions for different ways of doing things - I do want you to use your 
initiative, and will often need you to do so - but if I decide differently you must 
accept that and not take it personally. The most important thing is that you 
discuss any concerns that you have, sooner rather than later, so that we can 
do our best to find effective ways of working together. 
 
Sexual orientation 
I am a gay man myself. I am not currently in a relationship, but I have been in 
the past. About half of my friends are gay and half straight. I do go to gay 
venues, but I don't live my whole life "on the scene". I go to gay pubs and 
clubs but just as often I will go out to straight venues with a mixed crowd.  
 
The sexual orientation of my PAs is pretty much irrelevant to me, and should 
have no bearing on performing the role. In the past I've had straight, gay and 
bisexual PAs (and often I didn't know which they were when I recruited them). 
What is more important, for me, is that you are accepting of and not bothered 
by my being gay, and hence me leading the life I want to lead. This is why I 
mention it now.  
 
My home  
I live in a three-bedroomed flat in Wapping in London. When you do sleep-ins 
you will sleep in a raised sleeping deck on the upper level. That is on a 
separate level, so we do have some privacy from one another. There is a 
separate upstairs shower room which you can use. I leave one shelf in my 
fridge, one cupboard in my kitchen, and a chest of drawers for the use of PAs 
whilst you are at work. 
 
The important thing to remember is that for me it is my home, but for you it is 
a place of work. So I'll expect you to treat my possessions with respect, and 
not use my things without asking. 
 
You will be helping me with gardening on the roof terrace to this flat. If you 
have an interest in gardening, that certainly helps, but otherwise I can just 
explain what I need you to do for me. 
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Holidays, bank holidays and holiday/sickness cover  
All PAs are entitled to statutory minimum annual leave, which is currently 5.6 
weeks. Annual leave will be accrued at a rate of 1.4 weeks leave for each 
three months worked. For each week's holiday that you take you will receive 
an amount of holiday pay equal to your average weekly earnings over the 
previous six months. 
 
Because all my PAs work part-time, and work different amounts of time, it is a 
condition of employment that annual leave be taken in blocks of no less than 
one week, and only in exceptional circumstances for periods of more than two 
weeks. Usually, giving you the odd day not working here and there can be 
managed through the standard rota process. It is normally expected that I be 
given one month's notice of intention to take annual leave. This is because 
other PAs will need to cover the time that you are on holiday, but it also 
benefits you because it means that you are less likely to have to cover for 
other PAs at short notice. 
 
You will be asked to cover for other PAs when they are on holiday or off ill. 
This will mean that you have to work more shifts than normal. 
 
Bank holidays may be booked off as part of your holiday entitlement but 
otherwise they will be treated as normal working days, for which you will be 
paid time and a half. I still need help over Christmas and New Year, and this 
needs to be arranged with the whole team. 
 
Working part-time/full-time 
You will be one of a team of people that I employ to provide me with personal 
assistance. All PAs work under the same terms and conditions but some PAs 
may work different hours/shifts. As part of the application and interview 
process I will seek to find out when and how much you would like to work.  
 
Normally, full-time PAs work between 2 and 3 regular shifts each week 
(dividing 7 days between 3 people), so approximately 10 shifts per month. I'm 
also open to recruiting part-time people to work 1 or 2 shifts per week, so 
approximately 5 shifts per month. This allows greater cover when other 
people on annual leave and sick leave. You should state your preference on 
the application form. 
 
On the application form I have asked you to indicate when you might be 
available to work. You will not be committing yourself to be working at all of 
the time slots that you indicate; it is simply to see if there are times of the day 
and week might cause you difficulties, e.g. due to study, other work or family 
commitments. 
 
Pay rates and contract 
Standard rate hours are paid at a rate of £10.55. Overnight sleep-ins are paid 
at a rate of £8.21 per hour, for the eight hours between 11.00 PM and 7.00 
AM, irrespective of whether you are awake or asleep. I actually pay more than 
most agencies for the overnight sleep-in, and most of the time you just get 
paid to be asleep. 
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Both of these figures are subject to income tax and national insurance. Last 
year, typical gross earnings for one PA were in the region of £19,000-22,000. 
 
A condition of my local authority (who provide the funding ) is that all wages 
are subject to PAYE and we must have a formal contract of employment. I 
have a detailed employment contract, a copy of which I will provide you with if 
I offer you the job. Due to the nature of the role it is not possible for you to 
work with me in a self-employed capacity (unless you are formally recognised 
as such with HMRC already and you have many other clients at the same 
time).  
 
Pension arrangements  
I am registered under the NEST workplace pension scheme. All employees 
earning the quaffing amount will be registered in the scheme and deductions 
made as is required by law. You can find out more at:  
https://www.nestpensions.org.uk/schemeweb/nest/members/joining-nest.html 
 
 

https://www.nestpensions.org.uk/schemeweb/nest/members/joining-nest.html

