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First-Aid Officer / Clerical Assistant

Job Description

Post reports to: 

Senior Deputy Head / Head’s Personal Assistant / Admin Manager:
Mr J Warren / Mrs J Richards

Main Purpose of the job

Contribute to the welfare of students, staff and volunteers by providing first-aid and emergency services.  Provide an efficient and effective administrative and other support service for the school and departments.

Summary of responsibility and personal duties;

First-Aid Officer


Contribute to the welfare of students, staff and volunteers by:

· Administering the appropriate first-aid to students, teachers and volunteers and liaising with 
parents if appropriate;

· Ordering and maintenance of first-aid supplies and kits;

· Working closely with the School Nurse for training and direction for the provision of first-aid support;

· Informing and advising the Headteacher, SLT and line manager of any relevant first-aid/health care related developments (national, local & internal), that they are aware of;

· Administering relevant medication when required according to school policy;

· Managing robust medical records and medication kept at the school for student use;

· Liaising with other school staff as required on behalf of the department;

· Liaising with parents regarding student medication requirements and medical care plans;

· Referring students to the School Nurse, arranging transfers to hospital, home or medical centres if   
required in accordance with school policy;

Admin Support


· Provide support in typing, filing, photocopying and other administrative tasks as required.  

· Undertake clerical and administrative duties associated with the school and departmental systems.

· Support departments by coordinating all aspects of student medical conditions/consent and associated reply slips, for all school trips and visits.

· Help departments to organise and administer school transport and trips.

· Undertake such other duties related to the work of the school appropriate to the post.

Continuing Professional Development


· In conjunction with the line manager, take responsibility for personal professional development.

· Undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available.

· Maintain a professional portfolio of evidence to support the Performance Management process - evaluating and improving own practice.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks, but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties.

Elements of this job description and changes to it may be negotiated at the request of either the Headteacher or the incumbent of the post.

