	
	
	



LONG STRATTON PARTNERSHIP
Person Specification
Dispensary Lead (Lead Dispenser)
Qualifications and training
	Requirement
	Essential
	Desirable

	Dispensary qualification
	NVQ Level 2 in Dispensing (minimum).
	NVQ Level 3 in Dispensing or equivalent higher qualification.

	Education
	Good standard of general education.
	Evidence of continuing professional development relevant to dispensing.

	IT / Systems
	Competent using clinical IT systems and Microsoft Office.
	Advanced reporting/search capability within SystmOne and/or experience supporting system improvements.

	Mandatory training
	Willing to complete mandatory training (e.g., infection control, safeguarding).
	First aid or additional relevant training.


Experience
	Requirement
	Essential
	Desirable

	Dispensing
	Significant dispensing experience with demonstrable accuracy and safety focus.
	Experience in a dispensing GP Practice and/or multi-site dispensing service.

	Repeat prescribing processes
	Experience of processing repeat/acute medication requests and managing queries within protocols.
	Experience leading improvements to repeat prescribing workflows in SystmOne

	Stock control and procurement
	Experience of medicines stock control and ordering to minimise wastage and ensure continuity of supply.
	Experience negotiating with wholesalers/pharma reps; managing discount arrangements; analysing spend/income.

	Financial processes
	Experience handling prescription charges and processing prescription submissions/paperwork.
	Experience reconciling charges/statements and supporting dispensary income optimisation.

	Team leadership
	Experience supervising, mentoring or coordinating colleagues, including delegation and rota coordination.
	Formal team leadership/line management experience.

	Primary care environment
	Understanding of General Practice working and the need for confidentiality and patient-centred service.
	Experience working in a GP Practice.


Knowledge and skills
	Requirement
	Essential
	Desirable

	Communication
	Excellent written and verbal communication; confident dealing with patients, clinicians and pharmacies.
	Experience managing complex patient/service complaints and delivering team briefings.

	Organisation
	Strong time management and ability to prioritise under pressure; able to meet turnaround times.
	Experience coordinating meetings, agendas and minute/action tracking.

	Accuracy and attention to detail
	High level of accuracy for dispensing, labelling and record keeping.
	Experience auditing dispensing errors/incidents and implementing preventative actions.

	Governance and compliance
	Understanding of SOPs, safe storage, cold chain, and responding to safety alerts.
	Experience maintaining DSQS evidence and preparing for CQC/quality inspections.

	IT literacy
	IT literate; able to use SystmOne for prescription processing, tasks and record updates.
	Ability to produce searches/reports for audits, DSQS evidence and performance monitoring.

	Team working
	Works effectively as part of a multidisciplinary team and supports cross-department collaboration.
	Experience supporting volunteer/driver services or multi-role teams.


Personal qualities
	Requirement
	Essential
	Desirable

	Professionalism
	Friendly, approachable, honest and reliable; maintains confidentiality and acts with integrity.
	Demonstrates leadership presence and acts as an ambassador for the practice.

	Flexibility
	Adaptable and willing to provide additional cover when required to maintain service.
	Able to support service development and change projects.

	Resilience
	Calm under pressure, diplomatic and tactful; able to manage competing priorities.
	Experience managing conflict within teams and supporting formal HR processes.

	Motivation
	Enthusiastic, proactive and committed to high standards and continuous improvement.
	Evidence of leading quality improvement initiatives.



Note: The post-holder must be able to work flexibly across Practice sites and may be required to undertake other duties commensurate with the role to meet service needs.
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