School Services Officer Level 1, Range 1:  
  FIRST AID ATTENDANT
Time Fraction : 




 27 hours/per week

Salary :





 $28,544 pro rata

Mode of Employment:



 48/52
Dates:
30/1/07 to 30/3/07 with                         possibility of extension
Roles and Responsibilities :

· Assist in the First Aid Centre and administer first aid to staff and students as required.

· Accurate records are to be kept and the successful applicant must have appropriate interpersonal skills enabling them to effectively and efficiently assist students who require First Aid treatment. The applicant will also be required to contact parents, as appropriate and be understanding of sensitive individual needs.  In the case when a student is to be collected by parent or guardian, the First Aid attendant will inform the appropriate Year Level Co-ordinator (Secondary), Grade Teacher and appropriate Assistant Principal, and the office.
· Enter Injury Report Data on to the CASES21 program.

· Arrange emergency procedure when the case arises.
· Dispense prescribed medication to students.

· Conduct headlice checks as required.

· Manage the ordering of First Aid supplies and maintain College kits.

· Undertake administrative, reception and keyboard duties in support of the school Administration function.

Selection Criteria

· Demonstrated commitment to caring for the physical wellbeing of both children and adults.

· High level of communication skills and personal qualities of flexibility, patience and tolerance.
· Ability to supervise individual and small groups of students in the First Aid facility.

· Ability to promote a safe and supportive school environment.

· Ability to take direction, to work with or without supervision, and be part of a close-knit team.

· Current First Aid Certificate.

· Current Emergency Asthma Management qualification – Asthma Victoria.

Please email resume and answers to key selection criteria to Balwyn.hs@edumail.vic.gov.au by 17/11/06
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