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JOB TITLE:   Health Care Assistant                    STATUS: Non-Exempt   

 

REPORTS TO:   Principal/Lead RN     TERMS: 192 days     

 

DEPARTMENT:  Campus       PAY GRADE: IS203   

 

 
 
PRIMARY PURPOSE: 

Responsible for providing direct health services to students.  Promote health education and preventive 

health practices for students.  Serve as health advocate for students. Work under the supervision of a 

registered nurse. 

 

QUALIFICATIONS: 

Education: 

Minimum High School diploma, required 

Certified Nursing Assistant, Medical Assistant, LVN, EMT, other allied health training, or minimum of 

Associates degree in any field, required 

CPR/First Aid certification, required 

 

Special Knowledge/Skills: 

Knowledge of basic first aid and cardio pulmonary resuscitation (CPR) 

Strong critical thinking skills and ability to work under stressful situations without the RN present at all times.  

Ability to work well with students, family and staff 

Strong organizational, communication, and interpersonal skills 

Basic Computer Skills 

                

Experience: 

One year experience working in a health care setting, preferred 

 

MAJOR RESPONSIBILITIES AND DUTIES: 

1. Provide temporary and emergency care for sick and injured students or staff according to district 

policy and protocols, under the direction of a registered nurse.  

2. Administer medication and special procedures to students according to board policy and district 

procedures.  

3. Maintain CPR/first aid certification.  

4. Maintain certification in required screenings (vision, hearing, etc.) in order to assist RN doing 

mandated screening.  

5. Keep the nurse informed of any special needs or problems of individual students or changes in 

prescribed treatments or medications.  

6. Maintain accurate clinic records using Skyward health program.  Includes entering vaccine record 

data, daily office visits and medication distributed to students.  

7. Participate in in-service training programs including yearly training on dispensing medicine and 

special procedures including Unlicensed Diabetes Caregiver.  

8. Participate in annual training on administering medication and other delegated tasks (i.e. tube 

feedings, urinary catheterizations, etc.) 

9. Attend workshop to acquire new skills. 
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10. Effectively communicate with colleagues, students, and parents.  

11. Maintain a positive and effective relationship with supervisors. 

12. Uphold and enforce school rules, administrative regulations and state and local board policy.  

13. Accurate preparation of required materials. 

14. Work with individual students or small groups.  

15. Assist in inventory, care, and maintenance of equipment and supplies. 

16. Accurate and consistent use of Time Clock Plus (TCP) and AESOP. 

17. Perform other duties as may be assigned 

 

 

MENTAL DEMANDS/PHYSICAL DEMANDS/ENVIRONMENTAL FACTORS: 

 

Tools/Equipment Used: Standard medical clinic equipment including automated external defibrillator 

(AED); special needs adaptive equipment; standard office equipment including computer and peripherals 

Posture: Frequent standing, sitting, kneeling/squatting, bending/stooping, pushing pulling, and twisting 

 Motion: Frequent walking, grasping/squeezing, wrist flexion/extension 

Lifting: Frequent light lifting and carrying (less than 15 pounds); may require regular heavy lifting (45 

pounds or more) and position of students with physical disabilities; controlling behavior through physical 

restraint, assisting nonambulatory students  

 Environment: Exposure to biological hazards, bacteria, and communicable diseases 

 Mental Demands: Work with frequent interruptions; maintain emotional control under stress 

                

                  

 
 
The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 

exhaustive list of all responsibilities, duties, and skills that may be required. 

 

I have read and understood the responsibilities and duties required for this position as outlined above. I understand 

the duties and can perform all essential job functions listed above. 

 

 

____________________________________________ 

Printed Name 

 

 

____________________________________________ 

Signature 

 

 

____________________________________________ 

Date 


