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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:  

Dispenser (Full/Part Time)

POST GRADE:

£
 - £     
   Pro Rata

HOURS:


days per annum, plus bank holidays

PENSION SCHEME:
NHS Occupational Pension Scheme (optional)

REPORTS TO:

Dispensary Manager/GP Partner

MAIN PURPOSE

· To dispense medications as directed by GPs and prescribing nurses, ensuring accuracy in labelling of drug name, strength, quantity and direction for use 

· To keep accurate patient records and be responsible for overseeing all administration within the dispensary

· 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 Dispensary Manager depending on workload and staffing levels and may include the following:

· Ensuring that all dispensed medications are correct and include all relevant information for the patient; any uncertainty as to the item, does or labelling to be checked with authorising GP or dispensing nurse

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

· Recording and banking all financial transactions within the dispensary

· Dispensing dosette boxes to patients

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

· Maintaining stock levels within the dispensary and reordering when necessary

·  Checking expiry dates on medications and ensuring proper storage conditions are observed

· Accepting deliveries of medication and forwarding invoices to the Dispensary Manager
· Maintaining up-to-date marketplace knowledge by checking prices with suppliers

· Endorsing all prescription forms as appropriate, collating and submitting forms to the PPA to process reimbursement along with any accompanying forms such as the FP34D

· Promptly notifying the authorising GP of returns or feedback from PPA should action need to be taken

· Effectively controlling stock levels, ensuring sufficient stock for all Practice needs while minimising wastage

· Creating a log-book for all refrigerated items and ensuring these are stored at their appropriate temperature

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

· Ensuring thorough familiarity with the clinical computer system to ensure all relevant patient information is recorded and resolving any problems that arise

· Safely disposing of returned, incorrect or out-of-date medications

· Reordering stationery and other non-medical supplies when necessary

· Issuing prescriptions to non-dispensing patients

· Issuing repeat prescriptions to patients according to agreed time-scale and directions of authorising GP or dispensing nurse

· Assessing if the patient is up-to-date with all medical investigations and follow-up appointments or confirm that these have been arranged

· Aiding patients with the completion of exemption criteria on the reverse of the prescription form if necessary 

· Advising patients about pre-payment of prescriptions, providing information regarding eligibility for exemption and how to apply for exemption certificates

· Assisting with audits when necessary 

· 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

· Attending regular meetings with other members of the dispensing team in order for patient information to be exchanged

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

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

· Being pro-active in suggesting and developing new initiates to improve the dispensary

· Prioritising tasks and working under own initiative

· Organising cover during staff absence and assisting in recruitment process if required

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 Dispensary Manager, 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

	Effective communication with a wide range of people
	· 
	

	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 delegation of duties
	· 
	

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

	Demonstrable understanding of Primary Care
	· 
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