SRJC STUDENT HEALTH SERVICES – Student Health Aide Job Description
POSITION STATUS:
This is a 15-25 hours per week position in Student Health Services with variable shifts.  Students are not required to work during school vacations, but they are expected to participate in a weekly staff meeting (currently Friday 9:00-10:00am) and a once a month department meeting on 1st Friday of the month, Athletic Screenings, Day Under the Oaks, and other select college and department outreach events.
POSITION SUPERVISION:
The Director of Student Health Services provides general supervision in the Student Health Services Department.  The Front Office Medical Assistant directly oversees the student health aide’s daily performance.    

POSITION DESCRIPTION: 

The Student Health Aide is a member of the Student Health Services team and provides support for all aspects of the Student Health Services program: clinical services, mental health services, community referrals, health promotion and campus outreach activities. 
EXAMPLES OF DUTIES:

1. RECEPTIONIST:
Receives students who drop-in or have appointments; accurately completes paperwork; makes and processes appointments in a computer based software program, answers telephones appropriately and pleasantly; takes and communicates messages accurately; maintains professional appearance of all office areas as necessary.
2. CLERICAL ASSISTANCE:
Performs computer tasks, data entry and retrieval; accurately distributes mail; performs supply inventories; operates copy machines, faxing and other office equipment as necessary.

3. CLINICAL ASSISTANCE:
Assists health professionals with routine procedures and emergency care as necessary; cleans and maintains clinical, reception, and waiting areas and equipment as necessary.  Accurately performs basic health screening procedures including: vision testing, blood pressure checks, height and weight, twice a year during athletic screenings.
4. COLLEGE OUTREACH:
Participates in various college wide health awareness activities; assists professional staff with classroom presentations and/or for large group health screenings or immunization efforts.

BASIC REQUIREMENTS: 
--Eligibility for or successful completion of English l00A or equivalent.

--Ability to handle and prioritize multiple demands in a busy office.
--Ability to work cooperatively and effectively with supervisors, co-workers and clientele.
--Ability to handle basic clerical tasks accurately and efficiently.
--Computer literacy in a PC environment. 
--Excellent written and verbal communication skills. 
--Ability to follow written/verbal directions as well as work independently. 
--Availability to participate in special events and job related training. 
--Enrollment in at least 6 units during the Fall and Spring semesters and 3 units during the Summer. 
--Ability to prove freedom from tuberculosis and immunity to measles, mumps and rubella, hepatitis B, and varicella as well as proof of current Tdap vaccine (within past 10 years).
PREFERRED:

•
CPR and First Aid Certification (must obtain if hired) 
•
Bilingual and/or bicultural background.

•
GPA of 3.0 or above
•
Experience working in a health care settings





See back…
Applications can be obtained in Student Health Services (4017 Race Building) or Student Employment (Bertolini Hall), and interviews will be scheduled by Student Health Services.
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