Job description and person specification

Job title: Senior Personal Assistant (PA)

Reporting to: Employer



Location: Home care in the Lerwick area.

Nature of the job role: To oversee and co-ordinate the package on behalf of employer. To ensure that the package assists with a variety of tasks to live an independent personal and social life.

The senior PA will

· Co-ordinate the rota, find cover for sickness and  highlight any gaps in the rota
· Work with the other staff to plan activities 
· Delegate any tasks as appropriate

· To administer medication, oversee any changes and ensure the medication sheets are kept up to date. To ensure medication is ordered
· Oversee that household tasks are being carried out by other staff and employer
· To participate in a range of administration tasks to ensure the smooth running of the service, including rota, personnel and payroll matters
· To provide the link between the staff and the family. To ensure they are as fully consulted and informed about their care as they want to be;
· To be involved in the recruitment of new staff onto the package
· To liaise and coordinate and work alongside with other services involved. 

· Arrange regular meetings with PA’s to discuss things and keep staff informed of any changes
· To work a pattern of shifts which assists the service to meet needs, this may include being part of a rota and/or on-call system and undertaking waking night duties or sleep-ins when required
· To participate in appropriate training and development; 
· To provide advice, facilitate and/or deliver training on areas required. 
