
 

Job description:  Health Office Assistant              5.16.17 
 
Essential Duties 

 Support student and staff health, in accordance with HCLC Policies and procedures and 
government guidelines, on campus and during school field trips.   

 Provide basic first aid to address health emergencies, illnesses, or injuries occurring during the 
school day, while abstaining from providing a diagnosis. 

 Assist students to return to the classroom, or release students to the care of emergency 
services, a parent, guardian, or emergency contact. 

 Communicate information effectively and cooperatively with HCLC administration, staff, 
students, parents, guardians, health care providers, schools, and government agencies, while 
maintaining the highest levels of professionalism and confidentiality. 

 Document illnesses, injuries, and Health Office visits accurately and professionally, providing 
parental and staff notifications as necessary. 

 Obtain, create, maintain, and update student health files, immunization records, and health 
emergency forms, in accordance with HCLC policies and government guidelines.   

 Stock, maintain, secure, dispense, and administer medications and Health Office supplies in a 
sanitary, organized, professional, and supportive Health Office. 

 Conduct hearing, vision, lice, and other health screenings, providing parental and staff 
notifications as necessary. 

 Complete applicable HCLC Health Services, State, and County training opportunities; including 
health courses, conferences, seminars, and certifications. 

 Perform other duties as assigned by the HCLC Health Coordinator and Administration. 
  
Physical Demands 
These physical demands are representative of the physical requirements necessary for an employee 
to successfully perform the essential functions of the Health Assistant’s job.  Reasonable 
accommodations can be made to enable people with disabilities to perform the essential functions of 
this job.  While performing the responsibilities of this job, the employee is required to talk and hear. 
The employee is often required to stoop, kneel, crouch, sit , reach with arms and hands, and use their 
hands and fingers to handle and feel.  Occasionally, lifting and pushing for medium work are required.  
Vision abilities required. 
  
Qualifications: 

 Desire  to care/handle appropriate medical health needs of staff/students 

 High School diploma or equivalency certificate ( GED) required 

 Current Adult and Child Cardiopulmonary Resuscitation ( CPR) Certification 

 Current First Aid Certification 

 Computer and word processing skills/experience recommended 

 Communication and interpersonal skills required to interact with co-workers parents, and the 
general public. 

 Successful completion of Health Assistant Course AT MCC/GCC or equivalent 

 Ability to handle confidential information 

 Similar or related experience preferred 
 


