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Before using this job description please check the contents and adapt the text to suit your practices circumstances and style. 

Please refer to www.rpsgn.org.uk  for guidance on the minimum competency requirements for Dispensary Assistants

For practices participating in DSQS the inclusion of additional responsibilities may be required

JOB DESCRIPTION

POSITION:  

Dispensary Manager (Full/Part Time)

POST GRADE:

£
 - £     
   Pro Rata

HOURS:


days per annum, plus bank holidays

PENSION SCHEME:
NHS Occupational Pension Scheme (optional)

REPORTS TO:

GP Partner

MAIN PURPOSE
· To oversee and be responsible for all medications dispensed by the Practice, ensuring accuracy in labelling of drug name, strength, quantity and direction for use 

· To assume financial control and responsibility for the dispensary’s efficiency

· To provide supervisory assistance for all dispensary staff members

· To adhere to the strictest confidentiality when handling medical records and other information pertaining to patients and staff

KEY DUTIES AND RESPONSIBILITIES
Duties may vary under the direction of the GP Partners depending on workload and staffing levels and may include the following:

· Managing all dispensary staff members including rotas, payroll and staff cover when required

· Assuming responsibility for recruitment and training of both new and existing staff, organising participation in external courses and encouraging further qualifications

· Working alongside the Practice Manager to review salaries, write appraisals and discipline dispensary staff when required

· Attending and contributing to regular Partners’ meetings

· Regularly checking the Drug Tariff for fluctuations in price, as well as the MIMS database for new or discontinued drugs 

· Following up changes to drug prices, categories and availability with supplier representatives

· Maintaining a computerised directory for all new drugs and for monitoring repeat prescriptions
· Regular communication with pharmaceutical advisors with healthcare authorities and/or Primary Care Trust as required 

· Regular communication with the PPA, submitting prescriptions monthly for reimbursement and dealing with return prescriptions

· Sorting prescriptions, recording repeat prescriptions, preparing vaccine lists and checking endorsements

· Maintaining stock levels within the dispensary and reordering when necessary

· Checking medications in the laboratory area for expiry dates, as well maintaining adequate stock control and rotation

· Taking responsibility for invoices, payment and statements

· Following up outstanding credits and credit notes from returns

· Performing an annual stock take in all Practice areas across main and branch surgery

· Prepare value report for end of year accounts

· Organise regular meetings with pharmaceutical representatives to optimise discounts and achieve the best pricing in the market

· Overseeing accuracy and efficiency of dispensing staff

· Taking prescription requests and issuing repeat prescriptions to patients according to agreed time-scale and directions of authorising GP or dispensing nurse

· Collecting prescription charges and ensuring that all relevant paperwork, including the declaration on the reverse of the FP10, is signed by the patient

· Dispensing prescriptions for private patients and processing all associated paperwork including account cards and invoices

· Dispensing dosette boxes/MDS packs to patients

· Sorting post-dated prescriptions and submitting unsigned prescription to the GP Partners

· Cashing up prescription charges and submitting all monies to the Practice Manager while making sure sufficient change is always available within the dispensary

· Checking Health Authority statements

· Handling returned medication from patients and dealing with uncollected prescriptions

· Adhering to practice policies for controlled drugs, providing a second check on all medication as issued

· Disposing of returned or expired controlled drugs according of Practice guidelines and Health Authority protocol

· Taking informed and appropriate action should any drug alert bulletins be received

· Communicating effectively using email, telephone, fax and face-to-face regarding all enquiries from patients, pharmacies, hospitals, hospices and suppliers

· Liaising with members of clinical staff regarding the medication of individual patients

· Maintaining safe and hygienic work surfaces within the dispensing with regular cleaning and ensuring all equipment is in a good state of repair

· Running a safe working environment free from hazards, maintaining familiarity with COSHH regulations

WORKING ENVIRONMENT
Health and safety considerations must be adhered to as follows:

· Maintaining a thorough understanding of health and safety protocol for oneself and others

· Using security systems within the Practice as instructed 

· Identifying potential risks within the Practice environment and undertaking to minimise such risks

· Maintaining up-to-date knowledge and training of health and safety guidelines

· Understanding and utilising appropriate infection control procedures, maintaining hygiene in work areas and keeping the premises free from hazards

· Immediate reporting of potential risks as identified

CONFIDENTIALITY AND DIVERSITY
· In the undertaking of the duties outlined above the post-holder may have access to sensitive information relating to patients, carers and Practice staff. This must be kept strictly confidential at all times. 

· Patients seeking information from the Practice do so in confidence and as such have the right to expect that staff will respect their privacy and act appropriately

· Practice policies and procedures relating the protection of personal and sensitive data must be adhered to at all times and only divulged to authorised persons. 

· The post-holder will support the equality, diversity and rights of patients in a manner that is consistent with Practice policies and legislation

· The privacy, dignity and beliefs of patients, carers and colleagues must be respected

· The post-holder should behave in a manner which is welcoming, non-judgmental and respectful of the circumstances and rights all of all visitors to the Practice

TRAINING AND DEVELOPMENT
The post-holder will participate in any training programme deemed appropriate by the GP Partners, which may include:

· An annual individual performance review, to include the contribution a record of own personal and professional development and discussing targets for the future

· Taking responsibility for own development, learning and performance and demonstrating skills to other members of staff when required

· Attending any external training course thought appropriate to the role

MAINTAINING QUALITY
The post-holder will strive to:

· Effectively prioritise own time and workload

· Alert colleagues to issues of quality and risk

· Assess own performance and take accountability for own actions

· Contribute to the effectiveness of the team by making suggestions for areas of improvement

· Work constructively with individuals in other healthcare organisations to meet patients needs

· Communicate problems effectively with other team members and work together towards a solution
CONTRIBUTION TO THE PRACTICE
The post-holder will be expected to:

· Maintain and apply Practice policies and seek to uphold standards

· Discuss Practice policies with other members of the team and seek to implement new services and quality standards where appropriate

· Participate in audit when required

PERSONAL SPECIFICATION

	CHARTERISTIC
	ESSENTIAL
	DESIRABLE

	Managerial experience
	· 
	

	Effective communication with a wide range of people
	· 
	

	Strong leadership skills; ability to delegate
	· 
	

	Good standard of education; including Maths and English qualification
	· 
	

	High standard of written and verbal communication
	· 
	

	Strong interpersonal skills
	· 
	

	Good level of computer literacy, including experience in database usage
	· 
	

	Willingness to partake in training and ongoing development
	· 
	

	Understand the necessity of respecting confidentiality and diversity
	· 
	

	Experience in working effectively as part of a team
	· 
	

	Maintaining accuracy with regards to patient records and other correspondence
	· 
	

	Motivated, polite and enthusiastic
	· 
	

	To understand the needs of patient accessibility and alternative methods of communication and to react sensitively to requests of this nature
	· 
	

	Confidence in implementing new initiatives
	· 
	

	Experience in a front line, public-facing role within the NHS
	· 
	

	Demonstrable understanding of Primary Care
	· 
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