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 J o b   D e s c r i p t i o n





Job Title: Health & Resource Assistant	

Grade:	

ID Number:		

Service: Gascoigne Primary School		

Reports to:	Office Manager	


Job Purpose

To provide efficient first aid support during the school lunch period, manage reprographics and school resources, and offer general administrative support to ensure the smooth running of the school’s operations. This role will include supervision support during the midday period and may require travel between the school’s two sites.

Specific Accountabilities of the Role

· First Aid & Health
· Act as the lead first aider during the school lunch period, providing first aid to pupils and staff.
· Administer first aid to pupils and staff outside lunch periods when required.
· Maintain accurate records of all first aid incidents.
· Ensure compliance with health and safety and safeguarding policies at all times.

· Reprographics
· Manage the school’s reprographics helpdesk and respond to reprographics requests.
· Print, photocopy, scan, staple, bind, collate, and laminate school resources as needed.
· Contact staff to arrange the collection of completed orders.

· Classroom resources
· Manage the school’s classroom resource helpdesk and respond to requests for stock orders.
· Put together stock orders.
· Contact staff to arrange the collection of completed orders.

· Resource & Medical Stock Management
· Manage and maintain resource and medical stock cupboards, ensuring they are clean, tidy, and well organised.
· Monitor expiry date of epi-pens, inhalers and any other medication.
· Monitor defibrillators batteries and defibrillator pads and ensure they are in working order.
· Monitor stock levels and order supplies when necessary.
· Check in and put away stock deliveries.
· Maintain accurate records of stock levels.

· Administration
· Answer office phones and man the front desk.
· Respond to queries from parents and visitors.
· Assist with office filing and general administrative tasks.
· Use the school’s Management Information System (Arbor) as required.
· Telephone parents as needed.
· Support with any other general office duties as required.


Statutory requirements

· Enhanced DBS check with Children’s Barred List


General Accountabilities and Responsibilities  

· Be aware of and comply with policies and procedures relating to child protection, reporting all concerns to an appropriate person.

· To contribute to overall ethos, work and mission statement of the school.

· To undertake broadly similar duties commensurate with the level of the post as required by the Headteacher.

· Participate in the school's appraisal process.

· Ensure compliance with appropriate legislation, Council Policies, the Council Constitution, Financial Rules, Employees Code of Conduct and other requirements of the Council.

· Promote the development of a high quality individual need led service, to comply at all times with the Council’s policies and procedures, particularly those regarding Data Protection, Equalities and Diversity and Health and Safety.

· Ensure compliance with and actively promote the Council’s Equalities and Diversity policies and strategies.

· Ensure compliance with and actively promote Health and Safety at work legislation, Council and Service H&S policies and procedures.

· Comply with the competencies and standard requisites agreed by the Council as relevant to your post.

· Take responsibility for continuing self-development and participate in training and development activities.

· Comply with the General Data Protection Regulation and Data Protection Act 2018 (DPA 2018) (all employees of the Council will not disclose or make use of, for their private advantage, any information held on manual or computer records, which are not available to the public, however acquired).


· The above mentioned duties are neither exclusive nor exhaustive and the postholder may be called upon to carry out such other appropriate duties as may be required by the Line Manager within the grading level of the post and the competence of the postholder.


Person Specification Template

	Post Title
	Health & Resource Assistant
	Grade 
	

	Section, Division
	Gascoigne Primary School
	Date of Person Specification
	29/05/2026



	Job Requirements
	Criteria
(E or D)
	Method of Assessment
	Job Requirements
	Criteria
(E or D)
	Method of Assessment

	Education, Training and Qualifications
	GCSE (or equivalent) in English, or demonstrable literacy ability
	E
	A / I / O Certificate sighted
	Knowledge, Skills and Experience

	Experience working with primary aged children in a school or similar setting
	D
	A / I

	
	GCSE (or equivalent) in Maths, or demonstrable numeracy ability
	E
	A / I / O Certificate sighted
	
	Experience of reprographics / photocopying
	D
	A / I

	
	First aid at work certification (or willingness to complete on appointment)
	E
	A / I / O Certificate sighted
	
	Experience of front office duties
	D
	A / I

	
	Manual handling / H&S training (or willingness to attend)
	D
	A / I / Certificate sighted
	
	Good IT skills (email, Word, Excel) and willingness to learn MIS & helpdesk ticketing system
	E
	A / I

	
	
	
	
	
	Stock control and ordering
	D
	A / I

	
	
	
	
	
	
	
	

	Communication, Contacts and Relationships 

	Clear, polite spoken English and strong interpersonal skills with pupils, parents and staff
	E
	A / I
	Equalities and Diversity

	Commitment to inclusion, Rights Respecting values and supporting diverse pupils/families
	E
	I

	
	Strong written communication skills
	E
	A / I / T
	
	Awareness of equality of opportunity when dealing with pupils/families
	E
	I

	
	Ability to communicate sensitively with EAL families; use of visuals/translation where needed
	E
	A / I
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Creativity and Innovation 
	Practical problem‑solving for reprographics/reception issues (minimising downtime)
	E
	I
	Resources, Work Demands and Decisions 
	Able to prioritise competing tasks during busy periods (first aid, supervision, urgent copying)
	E
	I

	
	Ability to adapt routine tasks under pressure (e.g. changing priorities at lunchtime)
	E
	I
	
	Physically able to be on feet, move between sites and lift boxes within safe limits (~15–20kg)
	E
	A / I / O Pre-employment Medical

	
	
	
	
	
	Responsible for safe use and basic troubleshooting of reprographics, escalating faults
	E
	I / T

	
	
	
	
	
	Manage/maintain stock levels and place orders following procurement rules
	D
	I / T

	
	
	
	
	
	
	
	

	Supervision / Management of People
	Supervise pupils at lunchtimes and direct visitors/contractors in the office
	E
	I
	Any additional factors e.g. specialist “know how”
	Enhanced DBS (child workforce), right to work in UK and two satisfactory references (pre‑employment)
	E
	O
Pre-employment checks

	
	Work independently and take responsibility for reception/reprographics with minimal supervision
	E
	I
	
	Strong safeguarding awareness and ability to follow procedures (reporting/recording/escalation)
	E
	I

	
	Experience training or supporting colleagues in basic office/reprographics tasks
	D
	I / T
	
	Willingness to undertake CPD (first aid updates, MIS, safeguarding)
	E
	I

	
	
	
	
	
	
	
	

	Criteria
	E - Essential   
	Method of Assessment
	A - Application Form

	
	D - Desirable
	
	C - Assessment Centre

	
	DWP “Disability Confident Employer” Accreditation  
Applicants with a disability or impairment will be shortlisted for interview if the meet the minimum (essential) criteria for the job.
Armed Forces Community Covenant 
All personnel and veterans who have left the armed forces within the last 24 months will be offered an interview if they meet the minimum (essential) criteria for the job.
	
	 I - Interview

	
	
	
	T - Test

	
	
	
	W - Workplace Assessment or job trial

	
	
	
	O - Other (please detail below)




	OUR VALUES
	ALL EMPLOYEES ATTRIBUTES

	Deliver our best every day
	· Understands the Council’s vision and priorities, and their role in delivering them. 
· Accepts responsibility for own work, and keeps others advised of progress. 
· Fully complies with Council processes, procedures and policies – takes the time to keep their knowledge up to date, and checks when unsure.  
· Actively seeks out and takes up opportunities to enhance knowledge and performance. 
· Manages our financial and other resources, including own time, in ways which maximise value for money.
· Learns from mistakes. 
· Understands how to use technology to support service delivery. 
· Manages information in ways which keeps it secure.


	

	Respond in a prompt and positive way

	· Thinks from a resident/customer perspective. 
· Gives friendly and polite advice.
· Follows up resident/customer enquiries or requests for information.
· Seeks ways of helping residents/customers.
· Corrects problems promptly and without getting defensive. 
· Collects and makes use of feedback to develop and improve services


	

	Inspire others 
	· Is able to identifying the underlying cause and effect of a problem or situation. 
· Prioritises work based on the importance or urgency of the situation. 
· Thinks about their personal impact and uses this to the best effect. 
· Uses clear and logical arguments to influence and engage.
· Thinks about their message and their audience. 
· Uses their understanding of others to tailor and choose the most appropriate approach.


	

	Value people 
	· Upholds a high standard of fairness and ethics in words and actions.
· Values people with different skills and opinions.
· Champions equalities and understanding that everyone has an important role to play. 
· Treats people with respect and decency.
· Focuses on safeguarding and keeping vulnerable people safe.

	

	Engage with others  
	· Builds and maintains partnerships.
· Is corporate in their approach at all times. 
· Works with others to ensure that projects and tasks are completed. 
· Asks colleagues for help when needed and gives support to colleagues.
· Champions, manages and engages with change openly and willingly.
· Understands their role, and the role of Members.
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