
DISPENSER
JOB DESCRIPTION 


	JOB IDENTIFICATION

	 
Job Title:                  Dispenser

Responsible to:        Dispensary Manager/Practice Manager

Practice Name:        Feltwell Surgery   

Last Update:            15/04/2026

	JOB PURPOSE

	To be responsible for the processing of prescriptions in accordance with Practice policy and extant legislation. In addition, the post holder will be required to support the Dispensary Manager in ensuring a high-level of service is always delivered whilst supporting the multi-disciplinary team in line with the strategic objectives of the Practice. 

	JOB RESPONSIBILITIES

	1. Receiving and storing supplies in accordance with current policy, ensuring the cold chain is maintained where applicable

2. Dispensing medicines to the entitled population safely and accurately, collecting prescription charges in accordance with dispensary protocol

3. To provide cover for members of the Dispensing Team during periods of sickness and holiday

4. Efficient dispensing of acute, repeat and private prescriptions, ensuring all medicines and appliances dispensed are checked against the prescription and whenever there is doubt about the appropriateness of the item, or about the dose or labelling instructions, to check with the authorising GP

5. Ensure patients are recalled for regular BP/Blood tests/HRT/pill checks/medication reviews

6. Ensure online repeats and telephone orders are checked and actioned throughout the day

7. To operate efficient stock control appropriate to the needs of the Practice, with the objective of ensuring continuity of supply for patients and minimising wastage through our out of date stock.  Checking stock against invoices  as and when they are delivered and entering them onto S1

8. Returning incorrect goods to the wholesalers

9. Ensuring all dispensary tasks are actioned and patients informed if necessary

10. Stocking shelves, refrigerators and other storage areas using rotation method and disposal of returned unused medications

11. Removing ‘out of date’ stock from the shelves, refrigerators and other storage areas 

12. Ensure drugs are stored in an appropriate manner in accordance with the accompanying instructions

13. Updating patients’ repeat screens on Doctors’ instructions and maintaining full and accurate records of all dispensing transactions

14. To maintain full and accurate records of all dispensing transactions incorporating the use of computers 

15. To undertake any necessary work as may be required and appropriate to maintain a high standard and efficient dispensing service

16. Checking colleagues’ dispensing and dispensing and checking of MDS boxes

17. Generating and handing out prescriptions and collecting charges when appropriate, ensuring the patient declaration on the reverse of the FP10 is completed and signed by the patient

18. Collecting private charges for ‘black listed’ medications, vaccines and holiday prophylactic medication.  Ensuring all monies received on behalf of the Practice are appropriately stored and recorded

19. Ensuring the Dispensary area remains clean and tidy and regularly cleaned to maintain a high level of hygiene and that all Dispensary equipment is kept clean and in good working order

20. Ensure all MDS (monitored dosage system) are dispensed, prepared and checked weekly ready for patient collection

21. Ensuring controlled drugs are dispensed in accordance with practice policy

22. Assist with training of trainee Dispensers and Assistant Dispensers

23. Providing patients with advice regarding all prescription matters

24. Alert Dispensary Manager to issues of quality and risk and take prompt action in response to any drug alert bulletins that may be received from time to time

25. Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the teams performance

26. Ensure prescriptions are checked and ready to send to PPA at the end of the month

27. Any other duties considered appropriate to the post

	PERSONAL/PROFESSIONAL DEVELOPMENT

	The effective use of training and development is fundamental in ensuring that all staff are equipped with the appropriate skills, knowledge, attitude, and competences to perform their role. All staff will be required to partake in, and complete mandatory training as directed by the Dispensary Manager. It is an expectation for this post holder to assess their own learning needs and undertake learning as appropriate

The post holder will undertake mentorship for team members and disseminate learning and information gained to other team members to share good practice and inform others about current and future developments (e.g., courses and conferences). 

The post holder will provide an educational role to patients, carers, families, and colleagues in an environment that facilitates learning and participate in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development.

	QUALITY

	To preserve and improve the quality of the Practice’s outputs, all personnel are required to think not only of what they do, but how they achieve it. By continually re-examining our processes, we will be able to develop and improve the overall effectiveness of the way we work.

The responsibility for this rests with everyone working within the Practice, to look for opportunities to improve quality and share good practice, and to discuss, highlight and work with the team to create opportunities to improve patient care.

Feltwell Surgery strives to improve work processes which deliver healthcare with improved results across all areas of our service provision. We promote a culture of continuous improvement where everyone counts, and staff are encouraged to make suggestions and contributions to improve our service delivery and enhance patient care. 

Staff should interpret national strategies and policies into local implementation strategies that are aligned to the values and culture of general practice.

All staff are to contribute to investigations and root cause analyses whilst participating in serious incident investigations and multidisciplinary case reviews.

	EQUALITY AND DIVERSITY

	A good attitude and positive action towards equality and diversity creates an environment where all individuals are able to achieve their full potential. Creating such an environment is important for three reasons: it improves operational effectiveness, it is morally the right thing to do, and it is required by law.

Patients and their families have the right to be treated fairly and be routinely involved in decisions about their treatment and care. They can expect to be treated with dignity and respect and will not be discriminated against on any grounds including age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation. Patients have a responsibility to treat other patients and our staff with dignity and respect.

Staff have the right to be treated fairly in recruitment and career progression. Staff can expect to work in an environment where diversity is valued and equality of opportunity is promoted. Staff will not be discriminated against on any grounds including age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation. Staff have a responsibility to ensure that they treat our patients and their colleagues with dignity and respect.

	HEALTH AND SAFETY

	Feltwell Surgery is committed to supporting and promoting opportunities for staff to maintain their health, wellbeing, and safety. 

The post holder is to manage and assess risk within their areas of responsibility, ensuring adequate measures are in place to protect staff and patients and monitor work areas and practices to ensure they are safe and free from hazards and conform to health, safety and security legislation, policies, procedures, and guidelines.

All personnel have a duty to take reasonable care of health and safety at work for themselves, their team, and others and to cooperate with employers to ensure compliance with health and safety requirements. 


	CONFIDENTIALITY

	Feltwell Surgery is committed to maintaining an outstanding confidential service. Patients entrust and permit us to collect and retain sensitive information relating to their health and other matters pertaining to their care. They do so in confidence and have a right to expect all staff will respect their privacy and maintain confidentiality.

It is essential that, if the legal requirements are to be met and the trust of our patients is to be retained, all staff must protect patient information and provide a confidential service.

	COLLABORATIVE WORKING

	All staff are to recognise the significance of collaborative working, understand their own role and scope, and identify how this may develop over time. Staff are to prioritise their own workload and ensure effective time-management strategies are embedded within the culture of the team.
Teamwork is essential in multidisciplinary environments and the post holder is to work as an effective and responsible team member, supporting others and exploring the mechanisms to develop new ways of working, while working effectively with others to clearly define values, direction and policies impacting upon care delivery.

Effective communication is essential, and all staff must ensure they communicate in a way which enables the sharing of information in an appropriate manner. 

All staff should delegate clearly and appropriately, adopting the principles of safe practice and assessment of competence.  Plans and outcomes by which to measure success should be agreed.

	PROFESSIONAL CONDUCT

	All staff are required to dress appropriately for their role and conduct themselves in a professional manner.





