JOB DESCRIPTION

HEALTH CENTRE
ADMINISTRATOR
(Full Time – Term Time Only)

The School
Sevenoaks School is a large, co-educational independent
school. Founded in 1432 by William Sevenoke, the school has
developed an international reputation for innovation and
academic success and is a flagship school for the
International Baccalaureate.
The school is situated on Sevenoaks High Street, surrounded
by fine views. The 100-acre site, which includes a number of
listed buildings, is beautifully landscaped and adjoins the
1000-acre deer park of Knole. There are over 1100 pupils
from age 11 to 18, including over 400 in the Sixth Form. About
350 pupils, from approximately 40 countries, board in the
seven boarding houses.

The centre provides medical services to both pupils and staff
and is a much valued part of the pupils’ pastoral system,
assisting in looking after both their physical and emotional
medical needs. There are GP clinics held Monday – Friday. The
Administrator is responsible for providing support to the doctors,
counsellor and nurses who use the centre.

Reporting
The Health Centre Administrator reports to the Senior School
Nurse.

The Role
Key Responsibilities (non-exhaustive list):
•

The school’s first-class resources and facilities include a
superb sports centre (The Sennocke Centre), a state-of-theart performing arts centre (The Space), a Science &
Technology Centre and a Sixth Form Global Study Centre.

To assist the Medical Team with administration duties
relating to the general running of the Health Centre.

•

To arrange appointments with the doctors for daily surgeries
and collect prescriptions generated, distributing them as
required under direction from the nurses.

Further information about the school can be found at:
www.sevenoaksschool.org

•

To act as ‘front of house’ for all those who visit the centre
and answering phone enquiries.

The Health Centre

•

To administer First Aid in the absence of the duty nurse.

The Health Centre is located on the school campus. It
comprises of 2 consulting rooms, an office and waiting area
along with a two-bedded area for the use of sick pupils during
the day and further beds upstairs, with a quiet room for
anyone needing ‘time out’. Boarders who are unwell are
looked after in their own boarding houses.

•

To provide ad-hoc afternoon cover for Boarding House
Matrons, when required and as approved by the Senior
Nurse.

•

To act as relief Matron when required, duties may include
escorting pupils to medical appointments, A&E/MIU when
the Matron is unable to do so.

The Health Centre is staffed on a rota basis by 1 full time
equivalent senior nurse and 3 part-time nurses during its
opening hours.

•

To liaise with Boarding House Matrons over routine
administrative matters.

•

To process annual medication and parental First Aid
authority forms, create relevant lists for childhood
vaccinations required as per the UK Child immunisation
schedules and including flu vaccinations.

•

In conjunction with the duty nurse, to arrange schedules for
travel vaccinations for school trips.

The Health Centre is open during term time only from 0800 –
1700 (Monday – Friday plus 24 Saturdays per year).

•

Registration of all new boarding pupils on the Medical
Practice database, inputting all necessary
information for both boarding and day pupils onto the
computer system and filing NHS notes in the centre.

• Absolute discretion, tact and diplomacy.
• Very strong administrative experience.
• Experience of carrying out reception duties.

•

Liaison with our local Medical Practice staff regarding
notes, letters and appointments.

•

Collecting any prescription medication from the
pharmacy as required.

•

Organising all school immunisations and Vaccinations.

•

Arranging any clinics as requested.

•

To keep accurate records for daily visitors and compile
reports as necessary.

•

Managing all supplies and stock within the centre
including over the counter medication, keeping accurate
distribution records.

•

Keep track of any repeat prescriptions needed to cover
holidays and notify relevant staff accordingly.

•

Managing petty cash receipts.

• The successful candidate will be required to have a
vehicle which they can use whilst on duty to escort
pupils to any appointments.

•

Monitoring the equipment within the health centre to
ensure full working order e.g. fridge temperature checks.

Hours of work & Salary

•

Liaising with school office, catering and other
departments as necessary.

•

Managing all data records in line with school policies and
GDPR.

•

Assisting with any other routine tasks required by the
nursing staff.

Required Skills and Experience
•

Excellent communication and interpersonal skills, with
the ability to deal with staff, students and parents in a
friendly and professional manner.

• Ability to work independently.
• IT literacy is essential and the successful candidate will
have the ability to use Word, Excel, Outlook and carry
out database operations.
• Flexibility.
• An organised and efficient approach to work.
• Some experience in a medical environment would be
an advantage.
• Willingness to undergo First-Aid training as well as
training to allow the administration of over the counter
medication as necessary.

During term-time: 08:00 – 1700 Monday – Friday
The definition of term-time working includes the whole of
each week in which a term begins and ends but excludes
half-terms. This usually equates to working 34 weeks per
annum. During the school summer holidays: The
equivalent of one week’s work (42 hours), will be
required, as agreed by the Senior Nurse.
The salary will be dependent on the experience and
qualifications of the successful candidate but is likely to be
based on a full-time equivalent salary of £25,000 per
annum. Based on the hours above, this is likely to be
around £20,000 per annum.

Pension & School Benefits

Application

There are a range of benefits that will be offered to the
successful candidate including free parking, lunch,
pension and use of the facilities. Holiday entitlement is
33 days per annum (inclusive of bank holidays). As
holidays cannot be taken during term time, payment for
this holiday is included in the salary outlined above.

If you wish to be considered for this role, please complete
the online application form at
http://www.sevenoaksschool.org/support-vacancies/.

Offer
The successful applicant will be offered the role subject to
the satisfactory completion of a number of background
checks including but not limited to; an enhanced DBS
check, the taking up and verification of references, the
verification of career history and fitness to undertake the
role. We also reserve the right to contact any previous
employers for a reference request on your behalf.

Child Protection
All staff have a responsibility for promoting and
safeguarding the welfare of children with whom they come
into contact and are required to adhere to and ensure
compliance with the school’s Child Protection Policy
Statement at all times. If, in the course of carrying out their
duties, a member of staff becomes aware of any actual or
potential risks to the safety or welfare of children in the
school, they must immediately report their concerns to the
Deputy Head (Pastoral).

CVs can also be submitted but we will also require a
completed application form. Please contact the Human
Resources Office at
humanresources@sevenoaksschool.org or telephone
01732 467740 if you need any assistance with your
application or if you have any queries about the role.

Note
This job description is not intended to be a
comprehensive statement of procedures and
responsibilities especially given the constraints of the
pandemic, but instead sets out the principal
expectations, responsibilities and duties.

