
 

 

 

Job Description 
 

Position Reports To Department Date Approved 

Senior First Aid Officer Business Manager Business Operations June 2026 

 

Position Purpose 

The Senior First Aid Officer is responsible for leading and coordinating the College's first aid and health 

support services to ensure the safety, wellbeing, and care of students, staff, and visitors. The role provides 

advanced first aid support, manages health-related records and procedures, maintains compliance with 

legislative and College requirements, and promotes a proactive culture of health, safety and wellbeing 

across the College community. 

In addition to coordinating first aid and health services, the Senior First Aid Officer contributes to the 

effective operation of the College by providing administrative support across Reception, Primary 

Administration and Secondary Administration functions as required. The role requires flexibility, strong 

organisational skills, and a collaborative approach to support day-to-day administrative operations while 

maintaining professionalism, confidentiality and a high standard of service to the College community. 

 

 
Organisation Environment 

Belmont Christian College operates within a unique and spiritually nurturing environment that combines 

strong academic and wellbeing foundations with Christian values. The College is a leading Christian P-12 

school in the Newcastle region that has experienced growth in recent years with over 950 students and 150 

members of staff. 

The Senior First Aid Officer leads and coordinates the College's first aid and health support services, 

ensuring the safety and wellbeing of students, staff, and visitors through effective first aid response, health 

administration, and compliance practices. The role also provides administrative support across Reception, 

Primary Administration, and Secondary Administration functions as required, contributing to general 

administrative tasks such as document management, data entry, communication handling, and day-to-day 

operations. The role reports to the Business Manager. 
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Key Accountabilities 

Area of Accountability Major Activities Performance Indicators 

Christian Leadership Demonstrate a Christ-like example in the College ensuring that: 
●​ All activities are undertaken with a strong Christian commitment and focus. 

●​ Christian servant leadership is exercised with staff, students, parents, and 

the wider community. 

●​ Perform day-to-day duties prayerfully and consistent with a Biblical lifestyle 

with the aim of bringing glory to God. 

●​ Strategies and actions are aligned to 

the College’s vision and mission. 

●​ Conduct is aligned to behaviours 

outlined in the Statement of Faith 

and Codes of Conduct. 

  

First Aid and Emergency 

Triage and Response ●​ Provide timely and appropriate first aid care for students, staff, contractors, 

and visitors. 

●​ Assess and respond to medical incidents, injuries, illnesses, and 

emergencies within the scope of qualifications and training. 

●​ Coordinate emergency medical responses and liaise with emergency 

services where required. 

●​ Support the implementation of individual student health care plans and 

emergency action plans. 

●​ Monitor and respond to health-related concerns presented by students and 

staff. 

●​ First aid incidents are managed 

professionally, promptly, and 

appropriately. 

●​ Emergency response procedures 

are followed effectively. 

●​ Student and staff wellbeing needs 

are supported within established 

protocols. 

●​ Accurate documentation is 

maintained for all first aid 

interventions. 
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Health Administration and 

Medical Management  

●​ Maintain confidential and accurate health records, treatment logs, and 

incident reports. 

●​ Coordinate the collection, review, and maintenance of student medical 

information. 

●​ Oversee the administration, storage, and documentation of prescribed 

medications in accordance with College procedures. 

●​ Monitor student medical management plans, diabetes, allergy plans, asthma 

plans, and anaphylaxis management requirements. 

●​ Liaise with parents, carers, and health professionals regarding student health 

needs where appropriate. 

●​ Health records remain accurate, 

current, and secure. 

●​ Medication management processes 

comply with College procedures. 

●​ Medical plans are current and readily 

accessible. 

●​ Parent and stakeholder 

communication is professional and 

timely. 

First Aid Systems, 

Resources and Compliance  

●​ Coordinate and maintain first aid resources, equipment, and supplies across 

all College sites. 

●​ Conduct regular audits of first aid kits, medical supplies, and emergency 

equipment. 

●​ Monitor expiry dates and arrange replenishment of stock as required. 

●​ Contribute to the development, implementation, and review of first aid and 

health-related procedures. 

●​ Support compliance with relevant health, safety, and child-safe 

requirements. 

●​ First aid resources are adequately 

maintained and readily available. 

●​ Compliance requirements are met. 

●​ Health and first aid procedures 

remain current and effective. 

●​ Audit findings are addressed 

promptly. 
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Health, Safety and Risk 

Management  

●​ Support the College's Workplace Health and Safety framework through 

health-related reporting and incident management. 

●​ Assist in identifying health and safety risks and implementing appropriate 

controls. 

●​ Contribute to incident investigations involving health-related matters. 

●​ Support emergency preparedness activities and College response 

procedures. 

●​ Promote awareness of health and safety practices across the College. 

●​ Health and safety risks are identified 

and reported appropriately. 

●​ Incident reporting requirements are 

met. 

●​ Contributions support continuous 

improvement in workplace safety. 

●​ Emergency preparedness activities 

are effectively supported. 

Training and Support  ●​ Provide guidance and support to staff regarding first aid procedures and 

health-related matters. 

●​ Coordinate first aid training requirements and maintain records of staff 

qualifications where applicable. 

●​ Assist in the induction of staff regarding first aid processes and emergency 

procedures. 

●​ Contribute to the development of a health-conscious and safety-focused 

culture. 

●​ Act as a key point of contact for health and first aid matters within the 

College. 

●​ Staff receive timely guidance and 

support. 

●​ First aid training records are 

maintained accurately. 

●​ First aid awareness and 

preparedness are strengthened 

across the College. 

●​ Positive working relationships are 

maintained with stakeholders. 
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Key Communications 

Internal communications 

●​ Business Manager: Provides guidance and support to the Senior First Aid Officer in 

workplace health and safety matters, including regular mentoring discussions. 

●​ Assistant Business Manager and Administration Team: Coordinates with the Senior First 

Aid Officer to ensure coverage and support during absences, based on admin team 

availability and conveys information about adjustment plans, where necessary. 

●​ Deputy Principal: Provides direction on student and staff safety priorities, including support 

for student adjustment plans and related safety needs, where applicable. 

●​ Head of Student Learning Support: Works closely with the First Aid Officer on student 

health and wellbeing matters such as diabetes management, training, and other student 

health needs where relevant. 

●​ Teachers/Aides: Work collaboratively with teaching and support staff to promote student 

wellbeing, safety, and a culture of care consistent with the College's Christian values. 

●​ Principal: May allocate additional tasks aligned with the College’s vision and overall goals for 

excellence in education. 

External communications  

●​ Parents/Carers/Families 

●​ Medical service providers 

Challenges 

●​ Managing competing priorities: Responding to urgent health incidents while 

maintaining routine tasks such as records, medication management, and equipment 

checks in a busy school environment. 

●​ Balancing care and confidentiality: Making sound judgements in sensitive situations 

while ensuring compliance with policies and protecting privacy. 
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Knowledge, Skills and Experience : Inherent requirements 

1.​ It is an inherent requirement of the role that the incumbent have a personal relationship with Jesus 

Christ, actively attend their local Church, and willingly support the vision and practice of the 

College as stated in: 

a.​ The College Statement of Faith, 

b.​ The Staff Pledge that is recited annually at the Staff Commissioning Service, and 

c.​ The College Codes of Conduct. 

2.​ Strong understanding of child safety in an educational setting and ability to ensure compliance with 

child safeguarding policies. 

3.​ Knowledge of and a deep commitment to child safety in an education setting. 

4.​ Current Working with Children Check. 

5.​ Current Senior First Aid Certificate IV in HLT41120. 

6.​ Current CPR certification in HLTAID009. 

7.​ Training in anaphylaxis management and asthma management. 

8.​ Knowledge of Workplace Health and Safety requirements. 

9.​ Experience coordinating health records and medication management. 

10.​ Demonstrated experience providing first aid and health support services. 

11.​ Strong administration, record-keeping, and organisational skills. 

12.​ Attend child protection training, on an annual basis. 

13.​ Knowledge of Christian education principles and values. 

14.​ Demonstrated skills and experience in: 

a. Ability to respond effectively under pressure and in emergency situations. 

b. Ability to work with students, teams and colleagues 

c. Ability to adhere to Christian principles and values 

d. Ability to present and communicate information 

e. Ability to apply skills for student wellbeing and pastoral care 

f. Ability to plan, organise and manage a team 
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Organisation Chart 
 

 

 

 

 

Selection Criteria 

1.​ It is an inherent requirement of the role that the incumbent have a personal relationship with Jesus 

Christ, actively attend their local Church, and willingly support the vision and practice of the 

College as stated in: 

a.​ The College Statement of Faith, 

b.​ The Staff Pledge that is recited annually at the Staff Commissioning Service, and 

c.​ The College Codes of Conduct. 

2.​ Strong understanding of child safety in an educational setting, ensuring compliance with 

safeguarding policies. 

3.​ Knowledge of and a deep commitment to child safety in an education setting. 

4.​ Current Working with Children Check. 

5.​ Current Senior First Aid Certificate IV in HLT41120. 

6.​ Current CPR certification in HLTAID009. 

7.​ Demonstrated experience providing first aid and health support services. 

8.​ Strong administration, record-keeping, and organisational skills. 

9.​ Attend child protection training, on an annual basis. 

10.​ Knowledge of Christian education principles and values. 

11.​ Demonstrated skills and experience in: 

a. Ability to respond effectively under pressure and in emergency situations. 

b. Ability to work with students, teams and colleagues 
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c. Ability to adhere to Christian principles and values 

d. Ability to present and communicate information 

e. Ability to apply skills for student wellbeing and pastoral care 

f. Ability to plan, organise and manage a team 

 

 

 

 

Incumbent name ______________________________________________​ ​ ​  

Incumbent signature __________________________________________ 

Date _____________________ 
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