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JOB DESCRIPTION

Post Title:



Admin Assistant/Lead First Aider
Scale:
Scale 3, 32.5 hours per week, term time only
Reporting To:
Headteacher’s PA/Office Manager
MAIN PURPOSE OF THE ROLE
To work as part of the admin team to help ensure the smooth running of the school’s administration and support function.
MAIN DUTIES AND RESPONSIBILITIES
Lead First Aider
· Deal with student/staff/visitor first aid requirements and maintain appropriate records
· Collate and disseminate student medical information to colleagues

· Maintain and issue student medical care plans, medication consent letters and pass cards and maintain appropriate records
· Maintain the appropriate documentation and storage arrangements in relation to first aid/medical issues
· Keep up to date with government legislation, update the relevant school policies and advise colleagues accordingly 

· Manage training requirements for first aid staff and maintain appropriate records
· Audit and maintain stock of first aid equipment, including first aid kits, grab bags and defibrillator 
· Oversee arrangements for student vaccinations, including liaising with outside agencies
· Provide student medical information for colleagues running school trips
· Upload accident reports onto the LA portal
General/Other Duties
· Undertake reception and switchboard duties

· Deal with student/staff enquiries in accordance with school policies and procedures

· Undertake word processing and other IT based tasks, including production of certificates, signs and notices (from templates)
· Exam invigilation  

· Other general admin tasks including cover for absent colleagues
· Minibus Tests and record keeping
The post holder may be required from time to time to undertake other duties within the school as may be reasonably expected, without changing the general character of duties or level of responsibility entailed.
Contacts
In all contacts the post holder will be required to present a good image of the School, deal with people in a professional manner, and maintain constructive relationships.

Internal:
Staff Colleagues



Students

External:
Parents

Visitors

External agencies
EQUAL OPPORTUNITIES POLICY

Promote equal opportunities in all aspects of responsibility according to the school’s aims and objectives.

In addition to those duties and responsibilities outlined above, the contributions of each member of staff to the work of the school will include the following:

· To play a positive role in the life of the school community;

· To maintain a high standard of discipline, appearance, punctuality and commitment in all students;

· To promote parental and community involvement in the life and work of the school;

· In all contacts the post holder will be required to present a good image of the school as well as maintaining constructive relationships;
· Trinity High School is committed to the safeguarding of young people and an enhanced DBS disclosure will be required for this position
NOTES:

· The School reserves the right to alter the content of this Job Description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility.

· The duties described in this Job Description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the School’s Equal Opportunities Policy.
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