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Angel Hill Surgery    
	 1 Angel Hill, Bury St Edmunds, Suffolk, IP33 1LU


Tel: 01284 753008


            Fax: 01284 724744

JOB DESCRIPTION
POST 
Qualified Dispenser 
RESPONSIBLE TO
Dispensary Manager/Practice Manager

ACCOUNTABLE TO
The Partners through the Dispensary Manager
QUALIFICATIONS
Minimum Qualification:  NVQ level 2 or higher in Pharmacy Services or equivalent recognised qualification in Dispensing Services.
The successful candidate will need to be friendly and approachable with a positive outlook and work well within a team as well as on their own. Be able to deal with queries in a professional, courteous and efficient way therefore enabling the team to continue to provide a high standard of service for our patients. 
QUALITIES REQUIRED FOR THIS POSITION

· Friendly and outgoing with a positive outlook

· An understanding, acceptance and adherence to the need for strict confidentiality

· Ability to use own judgement, resourcefulness, common sense and local working knowledge to respond to patients’ enquiries and requests.

· Excellent communication skills

· Flexibility and adaptability

· Ability to work as a team member and on own at times without direct supervision and determine own workload priorities

· Attention to detail and accuracy
DISPENSARY DUTIES
· Issuing and dispensing prescription for eligible patients using the Systmone computer system with DispensIT checking technology 
· Second check prescriptions dispensed by other dispensers

· Controlling dispensary stock levels

· Date checking medication and maintaining accurate records for audit trail
· Order, check and put away deliveries of drugs, and sundry items
· Ensuring that drugs are received and stored in an appropriate manner in accordance with the manufacturers’ instructions
· Ensuring that refrigerated items are stored at the appropriate temperature and maintain a temperature control record as per the standard operating procedures

· Endorse, check, count and file prescriptions.

· Ensure security and accurate record keeping of controlled drugs using the online cd register

· Maintain records and ensure safe and secure delivery of prescriptions for housebound patients

· Prepare and check monitored dose trays for specific patients
· Count, pack and send prescriptions to Prescription Pricing Bureau at month end

· Serve patients at the Hatch and answer phones

· Assist the Dispensary Manager with the Controlled Drugs check and Destruction register

· In accordance with practice policy, counsel patients with specific medication instructions
· Ensure safe disposal of expired stock and patient returned drugs

· Assist in the DRUM review process as required by the Dispensary Service

· Use the cash register for taking money, making accurate records for cashing up and checking exemption status
· Process hospital letters

· Any other duties to assist in the smooth day-to-day running of the Dispensary and Surgery as directed by the either the Dispensary or Practice Manager
ADMINISTRATIVE DUTIES
· Answer the dispensary telephone as promptly as possible in a courteous manner

· Maintain records of short dated and wasted, expired stock and breakages

· Assist in prompt action to Drug Alerts, helping with initiating all necessary searches/and action
· Maintain adequate levels of consumables used within the dispensary/or as requested to order

· Assist in cover of staff sickness and annual leave

· Maintain up to date qualifications and knowledge by attending appropriate courses/workshops 

· Maintain a continuing personal development plan

· Read the Health and Safety regulations of the Practice and be aware of responsibilities

· Report to the Practice Manager any potential hazards identified within the surgery

· Ensure the Dispensary, controlled drugs and money are secure at the end of the day and in

· Carry out any other reasonable duties as required by the Dispensary Manager, Practice Manager and doctors
OTHER DUTIES
To participate in staff meetings by the Practice Manager and to be aware of and act in accordance with Health & Safety and Fire regulations of the practice
HOURS 

Working hours per week are 25 and are as follows:
Monday- OFF

Tuesday      13.00-19.00 (6 hours)

Wednesday 13.00-19.00 (6 hours)

Thursday     08.00-16.00 (7 hours)

Friday          08.00-14.00 (6 hours) 

In addition, you may be required to undertake additional hours to cover sickness and holidays of other members of the dispensary team. These extra hours will be at any time between 0800 and 1900 Monday to Friday. The maximum hours per week will be 37.5.
Rotas will normally be prepared 6 weeks in advance and you will be expected to work the allocated hours. 

PAY 

Starting pay will be £15.21 per hour rising to £15.71 (at current rate) after completion of probationary period (6 months) 
An annual pay review will be undertaken each April.

Salaries are paid directly into your bank account on the 15th monthly or the last working day prior to the 15th.
Any overtime will be paid at the normal hourly rate.

PENSION 

You will be automatically enrolled into the NHS Pension Scheme, if you do not wish to join, please inform the Practice Manager.
HOLIDAYS 

5.6 weeks plus Bank Holidays rising to 6 weeks plus Bank Holidays in second calendar year of employment.
Holidays may not normally be taken between 20th December and 5th January.
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