GP Pharmacy Assistant (GPPA) 

Role description/Summary:
The main purpose of the role is to assist the pharmacy team in the GP surgery in a variety of duties under the supervision of a pharmacist or technician.

Main duties of the job:
Duties will include using the SystmOne clinical system to action prescriptions, data entry into patient records, and liaising with patients, community pharmacies and hospitals.
Working alongside the existing members of our clinical pharmacy team, you will be a point of contact for prescription enquiries and medication/immunisation-related audits. Excellent communication skills are therefore required. You will be engaging with the wider GP clinical and administrative team and also with our patients.
You will need good organisational skills and be able to prioritise a busy workload, with exceptional attention to detail. Problem-solving will be required daily.


Job responsibilities and purpose:
· Support the clinical pharmacists and technician in the practice-based pharmacy team.
· To provide general administrative duties, including internal tasks, emails and phone calls.
· Expedite prescriptions to help ensure a safe and responsive service.
· Assess and be able to signpost queries to the attention of the relevant clinician.
· Create tasks and assist clinicians in managing document workflow relating to prescriptions and medication management.
· Involvement with chronic disease management.
· Responsibility in monitoring stocks of medications/immunisations and part of ordering and managing new stocks in conjunction with the wider team.
· Help manage medication safety alerts and dissemination to the wider team of any changes in medication management
· Offer general assistance to the practice team and project a positive and friendly image to patients and other visitors, either in person, or via the telephone.
· Facilitate effective communication between patients, members the primary health care team, secondary care, and other associated healthcare agencies.
· Aid our effective medicines management systems, prescription-processing, dealing with medicines-related queries, assisting with governance policies, supporting training/development and research within the practice. 
· Comply with legal and professional requirements, accepted guidance on professional practice, with safe systems of work for re-authorising repeat prescriptions and to co-ordinate medication reviews or changes.
· Keep up to date with the Practices formulary and the National restricted drugs list, drug safety alerts.
· Attend Medicines Management meetings, practice and clinical meetings as required.
· Undertake training as required to support safe and effective services for the Practice.

Person Specification:
Essential
· Experience of working as a prescriptions clerk or pharmacy assistant and/or in Primary Care or within the NHS.
· Experience of working as part of a team.
· Good IT skills, including use of email and the Microsoft software suite.
· Good written communication skills.
· Good verbal skills - can demonstrate ability to deal with members of the public.
· Adaptable and friendly, with strong administration, time management and organisational skills.

· Able to work as part of a multi-disciplinary team.
· Can take instructions and follow protocols under supervision but also use initiative and judgment within areas of competence.
· A non-judgemental approach and sensitive and tactful nature.
· Maintains confidentiality and can demonstrate understanding of confidentiality policies.
· Desire to develop and learn with possible future development within the pharmacy team at the practice. 

Desirable
· Experience of SystmOne IT system or other clinical or pharmacy-based software.

Any Other Duties
As specified by the Partners in accordance with training and experience.
The job description may be reviewed and altered at periodic intervals following
consultation with the post holder.

Confidentiality
It is essential that information with regards to patients and staff should be treated in the strictest confidence. Any breach of such confidence would be regarded as grounds for disciplinary action.
