
 
 

RECRUITMENT FAQ’s  
 

Why choose to employ someone? 

There are many reasons why you might feel that employing someone would work well for you, it could be 

that you: 

• find it upsetting to have different people involved in providing care to you 

• want someone of a similar age or similar interests to help you attend activities you enjoy 

• would rather have a family member (not living in the same home) or someone you know well to provide 

support as a good relationship already exists. 

 

How do I recruit someone?   

Once you’ve decided to employ someone, you need to start the recruitment process. You will need to have: 

• An advert 

• A job description - sets out the tasks you are expecting your PA to carry out 

• A person specification – sets out what type of skills and experience you are looking for in a PA 

Initially, thinking what a PA would be employed to do and finding the right person for the job can require 

some time. Advertising and recruiting someone new can take between 4 and 6 weeks depending on 

responses to adverts and quality of potential candidates.   

 

How and where should I advertise? 

Think about the type of person you are looking for. The advert should be brief and answer the following 

questions for people who might be interested in the job: 

• What are the main duties required? 

• What is the pay rate? 

• What hours are required and when are they required? 

• Where is the job located? 

• Do they need anything specific e.g. their own transport, DBS, training certificates? 

• How do they apply? 

• Is there a closing date and if so, when is it? 

 

There might also be local Facebook or other social media groups where you could advertise informally for 

a PA. If you are unsure how to access these sites, then ask a friend or family member to help you and 

remember the Connection Support can support you with all of this. 

 

How do I produce a job description? 

The Connection Support can provide you with a sample job description template that you can adapt to suit 

your own requirements. You need to think about: 

• the tasks you are expecting your PA to carry out and when you need them carried out e.g. daily, 

weekly, hourly etc.  

• any special requirements around specific tasks e.g. you may need help from two people when moving 

and handling you 

• details about what type of skills and experience you are looking for, both essential (that an applicant 

must have) and desirable (that you would like an applicant to have) 

 

What happens when people respond to an advert / apply for the job? 

If people are interested in the post then they may contact you with further questions or they may apply for 

the post straightaway. If you have asked for an application form then this is what they should send you. They 



may also send you their CV (curriculum vitae - a story of their education and employment until now). You 

do not need to accept a CV instead of an application form, but you may find it interesting to read if they 

send it to you as well as the application form. 

 

If an application form arrives via email then you may wish to acknowledge receipt but you do not need to 

respond to it until the closing date has passed. Once the closing date has passed, you should look through all 

the application forms and decide who you would like to interview. This is known as shortlisting. You may 

find it useful to have a list of the criteria that you have asked for and a box that allows you to tick those that 

the candidate has demonstrated. This makes the shortlisting process easier and can be referred to in the 

case of enquiries from candidates as to why they did not succeed.  Once you have completed the shortlisting 

process, you can issue invitations to interview. 

 

How should I interview? 

You need to think about what questions to ask your candidates, which will enable them to demonstrate 

their enthusiasm and experience for the job and enable you to choose the right person. Look at your person 

specification and job description – what has been demonstrated in the application form and what needs to 

be demonstrated at interview? What are the most important aspects of the post to you and what questions 

can you ask to determine whether the interviewees can meet them? Are there any tests that you want to 

set them e.g. scenario planning, communication etc.?   

 

You also need to think about where you will interview them. Is it safe to interview them in your own home 

or would you like to interview them somewhere else? You should have someone with you in the interview. 

Who could you ask?  

 

What happens next? 

Once you have interviewed and made a decision as regards your preferred candidate, you will need to take 

up references for them. It is recommended that you obtain at least 2 suitable references for someone 

unless the person is already well known and trusted by you. The candidates should have provided details of 

these on their application form.  

 

You also need to ensure that your chosen candidate is eligible to work in the UK, evidence of this can be 

found from their passport or other appropriate documentation. 

 

You also need to obtain a DBS (Disclosure & Barring Service) certificate for the candidate. It is 

recommended that these are carried out on all people you plan to employ unless you feel they are well 

known and trusted by you.  DBS Criminal record checks are compulsory for anyone working with children 

and young people under the age of 18.  Family members employed to support a child relative are not able 

to apply for a DBS check. 

 

What else do I need to do before they start working for me?  

• Register with HMRC and pay employer national insurance – as an employer this is your legal duty 

• Set up a PAYE system with HMRC to pay PA wages. 

• You may also have a duty to set up and contribute into a works based pension scheme for your 

employee if appropriate. 

• Have employer liability insurance in place and renew this annually.  

• PA’s who are using their own vehicle to drive the person they support will need to have their car 

insured for ‘business use’. 

Email: sdshelpline@connectionsupport.org.uk          Website:  www.connectionsupport.org.uk  

Tel: 01908 101346 
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