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__________________________________________________________________________________________________________________
	Role Title
	Student Receptionist / Lead First Aider

	Job Purpose
	The Student Receptionist acts as primary first aider and a sign post for all students within the school and plays an essential role in ensuring their day-to-day welfare.

	Principal Accountabilities
	· To provide face to face student support dealing with all low-level student enquiries or passing to respective staff/teams as appropriate
· Liaise with Year Teams about student related issues
· To be the Lead First Aider for students, contacting parents or emergency services as appropriate and having oversight of all things Medical
· Ensuring all first aid stock is monitored and ordered liaising with the Reception Manager
· Log all incidents’ that occur via Medical Tracker and ensure effective communication with parents/carers
· Providing management trend data termly via Medical Tracker and report any uncharacteristic behaviour patterns as they arise
· Monitor first aid/medical room
· To assist with administration of medication to students and correct record-keeping 
· To process lost property
· To process second-hand uniform
· Allocation of student lockers
· Distribution of exceptional passes (Toilet, Early Exit, Medical), ensuring relevant medical evidence is provided
· Recognising attendance concerns to make effective decisions when assessing students’ welfare and their ability whether to remain in school or not
· To provide support for the Reception Manager and the team within the School Office at times of staff shortage or exceptional workload
· To assist the Personnel Officer in ensuring staff care plans are logged via Medical Tracker and reviewed annually 
· Ensure a clear desk policy is maintained
· Oversee the school’s list of First Aiders and ensure relevant qualifications are logged via Medical Tracker
· Maintain and create RA and Care plans.
· Track medication stock (daily medication, diabetic insulin, asthma inhalers, epipens) and termly check expiry dates, liaising with parents/carers where necessary


	Competencies

	· Good verbal and written communication skills and ability to communicate in a clear and professional manner
· Strong organisational skills, with the ability to balance a variety of tasks simultaneously and work under pressure
· Ability to make effective decisions with the best interest of the students at all times
· Ability to prioritise own workload, perform tasks with minimum supervision and work on own initiative
· Strong attention to detail
· Reliability
· Team player
· Good IT skills
· First Aid trained (or the willingness to undertake this as an essential part of the role)
· Willing to attend other training sessions relevant to the role 


	Performance Measures
	There will be an annual review of performance which will include an assessment of progress towards achievement of objectives and an overall assessment of performance.

	Standards and Quality Assurance

	· Support the aims and ethos of the school 
· Set a good example in terms of dress, punctuality and attendance 
· Uphold the school's behaviour code and uniform regulations
· Participate in appropriate staff training 
· Attend relevant team and staff meetings 




The duties/activities may be varied to meet the changing demands of the school at the reasonable discretion of the Head Teacher and following consultation.  This job description does not form part of the contract of employment. 

You must also uphold the highest standards in respect of Child Protection.
__________________________________________________________________________________________________________________
Name:  Date Appointed: 
Pay Scale: STS Range 4
Line Manager and Performance Manager: Reception Manager
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Date:
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