William L. Silverberg's Personal Assistant - Position Description


Personal Assistant Job Description

My Personal Assistants must be willing to carry out and share responsibilities, must always be on time for their shifts, must be totally honest, and must respect confidential information.  They must be committed to my support and to the philosophy of supported living, and they must have abilities in the areas of personal support and household management.

Specific Responsibilities

1.  Ensures that my home maintains an orientation towards my needs

 and desires and provides individualized support.

2.  Accepts and works within established household routines.

3.  Accepts assigned responsibilities for laundry, shopping, meal planning and          

     preparation, and household cleaning.

4.  Assists with household budgeting and finances as requested.

5.  Is full competent in my appropriate lifting procedures.

6.  Helps with hygiene and daily health needs, including medication.

7.  Assists with arrangements for medical and dental appointments when requested to do so.

8.  Is current in both first aid and CPR certification.

9.  Welcomes my friends and other visitors.

10. Maintains appropriate time sheets for hours worked.

11. Ensures that TCRC is notified in case of accidents as required by Incident Reporting procedures.

12. Attends my annual meetings and/or evaluations whenever possible.
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