JOB DESCRIPTION FOR DISPENSER

JOB TITLE:
DISPENSER
REPORTS TO:
CASSADY JARVIS - DISPENSARY MANAGER / DEPUTY PRACTICE MANAGER
MILLIE WIGGINS – DEPUTY DISPENSARY MANAGER
JAZMINE WOOLLEY – SENIOR DISPENSER
LOCATION:
Mendlesham Medical Group – Dispensary
(Mendlesham Health Centre & Manor Farm Surgery)
HOURS: 
37.5 hours per week, Monday to Friday

Contract: 
Permanent, Full Time

Job Summary:
The Dispenser will work as an integral member of the Mendlesham Medical Group dispensary team, providing a safe, accurate, efficient and patient-focused dispensing service.
The post holder will be responsible for processing and dispensing prescriptions in accordance with current legislation, practice policies, Standard Operating Procedures (SOPs) and the requirements of the Dispensing Services Quality Scheme (DSQS).
The post holder will provide a professional and friendly service to patients and work closely with the Dispensary Manager, Senior Dispensers, GPs and other members of the multidisciplinary practice team.
The role will involve working across both Mendlesham Health Centre and Manor Farm Surgery, Bacton, according to the needs of the service.

Job Responsibilities:
Dispense acute, repeat and private prescriptions accurately and safely in accordance with practice SOPs.
Process repeat prescription requests as authorised by GPs and other appropriate prescribers.
Ensure all medicines and appliances dispensed correspond with the prescription and are appropriately labelled.
Refer any concerns regarding the appropriateness of an item, dosage, quantity or labelling instructions to the appropriate clinician.
Undertake accuracy checks of colleagues' dispensing where appropriately trained, competent and authorised to do so.
Update patients' repeat medication records following authorised clinical instructions.
Prepare and process managed repeat prescriptions.
Prepare monitored dosage systems/dosette boxes as required.
Ensure prescriptions are appropriately processed, endorsed and prepared for submission.
Follow all practice SOPs and protocols relating to the safe dispensing and handling of medicines.
Maintain a clean, organised and safe dispensary environment.
Duties and tasks to be performed
Provide a professional, courteous and efficient service to patients collecting medication.
Hand out dispensed medication and prescriptions in accordance with practice procedures.
Confirm patient details before handing out medication.
Collect NHS prescription charges where appropriate.
Check prescription exemption declarations and evidence where required.
Ensure the reverse of prescriptions is completed and signed correctly where applicable.
Take payments using the practice till and card machine as required.
Respond to patient enquiries relating to prescriptions and medication, referring clinical queries to an appropriate clinician when necessary.
Respond appropriately to telephone and electronic dispensary enquiries.
Process relevant hospital correspondence and medication information in accordance with practice procedures.
Liaise with GPs, other clinicians, pharmacies, care homes and other healthcare professionals as appropriate.
Stock Control and Medicines Management
· Order appropriate quantities of medication and dispensary stock in accordance with practice procedures.
· Receive and check deliveries and ensure medicines are stored correctly and securely.
· Maintain effective stock rotation.
· Regularly check expiry dates and remove out-of-date stock in accordance with practice procedures.
· Ensure refrigerated medicines are stored at the appropriate temperature.
· Undertake and record fridge and room temperature monitoring as required.
· Return incorrect or unwanted stock to wholesalers where appropriate.
· Assist with maintaining appropriate stock levels while minimising unnecessary waste.
· Safely process returned and unwanted medicines in accordance with practice procedures.

Dispensary Support Duties
· Pick prescription items in preparation for dispensing.
· Collect stock against prescriptions ready for the dispensing and checking process.
· Clean dispensary refrigerators quarterly in accordance with practice procedures.
· Count prescriptions daily as required.
· Follow practice procedures for the safe storage and disposal of sharps.
· Ensure dispensary shelves and storage areas are kept clean and tidy.



Competency
A competence assessment must be completed and signed off by Dispensary Manager & Lead Dispensing GP.

Confidentiality:
In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters. They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately.
In the performance of the duties outlined in this Job Description, the post-holder may have access to confidential information relating to patients and their carer’s, Practice staff and other healthcare workers. They may also have access to information relating to the Practice as a business organisation. All such information from any source is to be regarded as strictly confidential.
Information relating to patients, carers, colleagues, other healthcare workers or the business of the Practice may only be divulged to authorised persons in accordance with the Practice policies and procedures relating to confidentiality and the protection of personal and sensitive data.

Health & Safety:
The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the Practice Health & Safety Policy, to include:
· Using personal security systems within the workplace according to Practice guidelines
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks
· Making effective use of training to update knowledge and skills
· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards
· Reporting potential risks identified

Equality and Diversity:
The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:
· Acting in a way that recognises the importance of people’s rights, interpreting them in a way that is consistent with Practice procedures and policies, and current legislation
· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues
· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.

Personal/Professional Development:
The post-holder will participate in any training programme implemented by the Practice as part of this employment, such training to include:
· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work

Quality:
The post-holder will strive to maintain quality within the Practice, and will:
· Alert other team members to issues of quality and risk
· Assess own performance and take accountability for own actions, either directly or under supervision
· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance
· Work effectively with individuals in other agencies to meet patients needs
· Effectively manage own time, workload and resources

Communication:
The post-holder should recognise the importance of effective communication within the team and will strive to:
· Communicate effectively with other team members
· Communicate effectively with patients and carers
· Recognise people’s needs for alternative methods of communication and respond accordingly

This is not an exhaustive list of responsibilities and these may change within reason according to the needs of the business.

Person Specification
Essential
· Recognised dispensing qualification.
· Previous dispensing experience within a GP dispensary, community pharmacy or similar medicines environment.
· Good understanding of safe dispensing procedures.
· Excellent attention to detail and commitment to patient safety.
· Good communication and interpersonal skills.
· Ability to provide a professional and courteous service to patients.
· Ability to work effectively as part of a team.
· Ability to organise and prioritise workload within a busy environment.
· Good IT skills.
· Understanding of patient confidentiality and data protection.
· Ability and willingness to work across both Mendlesham Medical Group sites.
Desirable
· Previous experience of working within a dispensing GP practice.
· Knowledge and experience of SystmOne.
· Knowledge of DSQS requirements.
· Experience of managed repeat dispensing.
· Experience of monitored dosage systems/dosette boxes.
· Experience of stock control and medicines ordering.
· Knowledge of Controlled Drug procedures.

General

All employees of Mendlesham Medical Group are expected to comply with practice policies, procedures and standards.
The post holder may be required to undertake other duties appropriate to the role according to workload, staffing levels and the needs of the practice.

This job description is not exhaustive and may be reviewed and amended in response to changing service requirements. Any significant changes will be discussed with the post holder.

The post holder will be required to work across both Mendlesham Health Centre and Manor Farm Surgery as required.
