WELFARE ASSISTANT/ADMIN ASSISTANT - JOB DESCRIPTION
Job title: Welfare and Administration Assistant 
Salary: NJC (2019) point 9-11 (outer London) 
Hours: Tuesday to Friday 8.30am to 4.30pm
Contract type: Permanent
Reporting to: Office manager, Safeguarding lead and Headteacher
MAIN PURPOSE

Act as primary First Aider to pupils and staff

Provide support to the Office Manager in maintaining the school’s administrative systems

Act as a point of contact for parents and visitors to the school

MAJOR TASKS

Responsibility for administering emergency First Aid
Administrative procedures in respect to first Aid
Maintaining pupil contact records
Act as designated safeguarding deputy
Assist office manager in reception and administration tasks [when not undertaking direct First Aid]

Understand and comply with Equal Opportunity Policy

ROUTINE JOB ACTIVITIES
First Aid

· Act as primary First Aider to pupils and staff 

· Accurate completion of the first aid log 

· The safe keeping and administrating of medicines

· Contacting and liaising with parents in respect to illness/first aid and providing advice.
· Liaison with external agencies (ie. vaccinations/school nurse service/Height and weight check coordination)

· Maintain records of pupils and staff health conditions and share this with appropriate adults.(Care plans)
· Ensure medication, EpiPens and inhalers are in date and in effective conditions. Ordering replacements when required.
· Organise correct medication to go out with school trips.
· Maintain working condition of the defibrillator.

· Liaise with school kitchen and midday staff with regards pupils with allergies.
· Intimate care of pupils, including cleaning up of vomit and other fluids when necessary.

Administration
· Reception duties, including escorting visitors and receiving goods and services
· Ensure visitors sign in correctly
· Assist with attendance records including ensuring absence and late reasons are accurately included. To contact parents when necessary to establish reasons for pupil absence

· Ensure all safeguarding protocols are followed and advise other colleagues if necessary

· Check and prepare class lists for school meals and packed lunches for midday assistants.
· Liaise with school kitchen with regards to school meal numbers and catering report. 
· Dealing with straightforward enquiries in person, email and telephone

· Photocopying and filing as necessary

· Manage the schools ‘lost property’.
· Assist with the sale of school uniform.
· Manage school photographs.
· Supervise children who are not collected on time at the end of the school day
· Any other duties as may reasonably be expected with the grade for the post

Health and safety

Promote the safety and wellbeing of pupils, and help to safeguard pupils’ wellbeing by following the requirements of Keeping Children Safe in Education (KCSIE) and our school’s child protection policy 

Look after children who are upset or have had accidents 

Professional development

Help keep their own knowledge and understanding relevant and up-to-date by reflecting on their own practice, liaising with school leaders, and identifying relevant professional development to improve personal effectiveness 
Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school 
Take part in the school’s appraisal procedures


Other areas of responsibility

Safeguarding 

· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies 

· Promote the safeguarding of all pupils in the school

The staff member will be required to follow school policies and the staff code of conduct.

Please note, this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the staff member will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the headteacher or line manager.

[image: image1.png]



