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JOB DESCRIPTION
 
	Job Title
	School Administrator - First Aid & Work Experience

	Grade
	D Grade

	Line Management Role
	Office Manager

	Date Evaluated
	 July 2026


           	           	








	Role Summary
To provide an effective contribution to the delivery of a high-quality, professional, flexible, and efficient First Aid provision and Careers Administration. This role requires looking after all aspects relating to first aid, vaccination visits, and the care of pupils and staff with medical conditions, including administering front-line first aid. Additionally, the position involves administrative duties in support of Careers, Work Experience, Outreach Programme and wider school administration, requiring a highly flexible, adaptable, and varied approach. 

	Key areas of responsibility - What you will be doing
Build Knowledge
· Learn and master school administration data systems (e.g. Bromcom) to execute routine administrative support, data entry, and data extraction.
· Maintain accurate, up-to-date electronic and paper tracking of school accident records, first aid logs, student data (including medical conditions and allergies), and staff first aid qualification expiry dates.
· Develop a thorough understanding of GDPR compliance, Health & Safety mandates, and Safeguarding guidelines (Keeping Children Safe in Education) across all first aid and work placement processes.
· Keep fully informed on current work experience processes, permission forms, documentation standards, and student information packs.
Build Trust
· Act as the trusted, friendly, and professional first point of contact for parents/carers, colleagues, external agencies, and business employers contacting the school.
· Look after pupils, staff, and visitors requiring first aid with absolute care, sensitivity, and clinical confidentiality.
· Work closely and transparently with the Careers Lead, Pastoral Coordinators, and Office Manager to maintain records, coordinate staff training and manage the first aid rota.
· Securely check, manage, and archive required parental permission documentation and placement compliance forms.
Prioritisation
· Manage a varied, fast-paced workload across medical response, work placements, and general reception/school cover by multi-tasking effectively.
· Prioritise and execute regular stock audits of all school first aid boxes (including trip kits), ensuring timely reordering so that adequate emergency resources are constantly available.
· Keep daily data records and medical board tracking updated in real time to ensure critical safety information is immediate.
· Effectively schedule and coordinate immunisation sessions, venue bookings, equipment configurations, and hospitality requirements.
Clarity and Energy
· Communicate with absolute confidence, fluency, and clarity (both spoken and written English) with young people, parents, and professional partners.
· Bring a proactive, energetic, self-motivating, and solution-focused approach to daily duties and unexpected pressures.
· Maintain vibrant, clear, and up-to-date informational noticeboards relating to student work experience and careers opportunities.
· Provide a calm, resilient, welcoming presence on school reception to seamlessly manage incoming phone calls and physical visitors.
Follow up
· Take ultimate accountability for answering, managing, and fully resolving all telephone and email enquiries from parents/carers and local businesses.
· Diligently receive and pass on details between parents/carers, teachers, and Heads of Year regarding specific student needs or work placement issues.
· Regularly liaise with the Office Manager to check and follow up on the backup rota for secondary first aid coverage.
· Continuously verify information records, ensuring missing forms or equipment maintenance needs are caught and fixed promptly.


	Person Specification - How you will be doing it
Dream Big
· Deliver value opportunities for world class education for all students
Take Responsibility
· To maintain confidentiality of information acquired in the course of undertaking duties for the department. 
· Ensure Health and Safety and Safeguarding are at the centre of your approach.
· Take accountability for your own development and aspire to deliver the very best practice across all areas of your role.
· To attend staff meetings and school-based CPD days as required.  
Be Kind
· To encourage acceptance and inclusion of all students. 
· Support positive strategies for promoting equality and for challenging racial and other prejudice.

	Qualifications
GCSE C or above (or equivalent) in Maths and English

Desirable
A current, valid full 3-day First Aid at Work Certificate or equivalent (though training will be provided to the right candidate). 
	Experience & Skills
Excellent communication skills, both oral and written

Competent use of IT equipment and systems and practical experience of Microsoft Office Suites (work, excel and powerpoint), Google, etc

Strong organisational and time management skills

High level of accuracy and attention to detail

Ability to problem solve and adapt to evolving priorities and schedules

Ability to manage multiple tasks, set priorities and meet deadlines

Ability to work alone and as part of a collaborative team


Desirable
Relevant experience in an educational setting
Prior familiarity with school administration systems, procedures, and data environments. 

	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.
You could reasonably be asked to work out of our partner sites to support where required.
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