The Role of Personal Assistant (PA) 
(Example of a Job Description)   This example gives you an idea of how to start your job description, you can also put a list of tasks that you expect you PA to do at the bottom of this statement or change it in any way you feel better describes what you need and want and how you would like your PA to behave.
-----------------------------------------------
Job Description

How I expect you to behave

As a helper, your role is to provide me with the help I need so that I can live in the way I chose.   This means it is my responsibility to tell you what assistance I need, when I want the assistance and how I want you to assist me.   It is your responsibility to ask what I need, to listen and respond positively to any reasonable request and instructions I give. 

I expect you to ask me to clarify anything I say or any instruction I give if you are uncertain what to do.  

Assisting me when I am out and/or with friends requires particular skill and sensitivity on your part.    Put simply, in this situation, your role is to be there for me if and when I need assistance, not to be part of whatever the social occasion is.  Therefore, it is important that you take a very low profile, while you wait for me to tell you what I need, and try not to interrupt me if I'm in the middle of talking with friends. 

Often when you are assisting me when I am out, I will ask you to leave me and come back after a certain amount of time.  So it's often a good idea to come prepared with a book or something to do.  Unless I give you permission to do otherwise, please do not drink alcohol when you are out with me, even during periods when you are 'hanging around'.

Because people 'out there' often have negative attitudes about disabled people, some people might approach you and ask you what I need/what my name is/where am I going etc. Please reply by asking the person to talk to me directly - do not speak for me because, as I know you realise, I am capable of talking for myself!  

I would ask you to respect this whether I am in earshot or not!

Remember, what for you is work is for me my social life!
Tasks I wish you to undertake
(You could put here some of the general tasks that you would like undertaken, for example;  General household tasks, help with personal care, assistance with dealing with post and banking)
