Jurisdiction:  Schuyler County

Jurisdictional Class:  Competitive

Adopted:  August 15, 1996; Revised December 4, 2006
 HEALTH OFFICE ASSISTANT
DISTINGUISHING FEATURES OF THE CLASS:  The work involves responsibility for assisting physicians and nurses in providing a variety of health services to public school students.  Incumbents of this class perform routine health related screening duties and maintain records of pupil health examination programs.  The duties are carried out under the direct supervision of Registered Professional Nurses (School).  Incumbents may also assist in the administration of the compulsory education and related laws pertaining to things such as issuance of working papers, athletic physical examinations and insurance records.  Supervision of others is not a function of the position.  Does related work as required.  

TYPICAL WORK ACTIVITIES:  (Illustrative only)

Administers emergency first aid when necessary;

Follows established school procedures for the care and reporting of injuries and illness;

Assists professional staff in performing initial height, weight, blood pressure, urinalysis, scoliosis, vision and hearing screening tests;

Consults with professional medical staff regarding any unusual or difficult problems;

Assists school nurse and professional staff with clerical tasks regarding referrals to parents resulting from screening procedures and physical examinations;

Assists with immunization clinics by recording inoculations, preparing individuals and keeping order;

Maintains student health records;

Processes and files accident reports and insurance claims;

Assists in the distribution and collection of health appraisal forms;

Under the supervision of and training by a Registered Professional Nurse, assists designated, self-directed students to take assigned medications which are kept in the school health offices:


Documented training must be provided by a Registered Professional Nurse


Supervision must be provided by a Registered Professional Nurse


Medications must be prescribed by a licensed health care provider and authorized by parents


Administration must take place in accordance with school district policy


Documentation of administration in a medication record must be completed;

Requisitions, stores and inventories health office equipment and supplies;

Assists school nurse in preparing health display for the purpose of disseminating health and wellness information to students and staff;

Compiles statistical information for studies or surveys;

Types and files correspondence, reports, and records;

Assists with budget preparation;

Types and copies parent bulletins and newsletters;

Performs attendance tasks as required by school district;

Readmits students following absences and issues special passes and excuses;  

Makes appointments for parent, teacher or student conferences;

Maintains schedules for various screening/appraisal programs;

Reviews pupil records to obtain selected health information (i.e. Immunization status) for use by school nurse;

Types reports to be sent to parents and school personnel;

Performs miscellaneous typing and clerical duties as required.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS: 

Working knowledge of routine health care techniques and their application in a school setting; Working knowledge of first aid techniques and skill in their use; 

Working knowledge of office terminology and procedures; 

Ability to make concise oral and written reports concerning health office activities and findings; Ability to keep accurate records; 

Ability to provide and maintain confidentiality relating to health records, students’ health and social records and health issues; 

Ability to follow detailed oral and written instructions; 

Ability to establish and maintain comfortable working relationships with students and others; Clerical aptitude; 

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:  

(A) Graduation from high school or possession of an equivalency diploma, which included or was supplemented by satisfactory completion of a course in keyboarding, office practices, or a closely related field; or

(B) One year of clerical experience.

SPECIAL REQUIREMENT:   Must possess or obtain First Aid and CPR certificates.
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