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


Tel: 01284 753008




JOB DESCRIPTION
POST: - Healthcare Assistant
RESPONSIBLE TO: - Senior Partner and Practice Nurses
QUALIFICATIONS: - Previous Healthcare Assistant experience an advantageous however no formal qualifications are required for this post. The successful applicant, however, will be need to be able to work under pressure, to cope in difficult situations, to adapt to change and to work as a member of a practice team.
MAIN DUTIES: 
Tasks will include the following:
· Assist in and perform routine tasks related to patient care as directed by senior nursing staff and GPs.

· Maintain, clean and check function of appropriate equipment used by nurses and GPs.

· Recording of heights, weights, blood pressure and other measurements of patients as required. Undertake the testing of urine samples.
· Undertake pre-long term conditions clinic.

· Support trained nurses and doctors with the care and assessment of patients on Learning Disability register.

· Carry out phlebotomy duties and prepare blood samples and forms for transporting to the appropriate lab.

· Processing and management of laboratory samples requested by GPs/Nurses

· Carry out ECGs examinations following appropriate training.

· Chaperoning and assisting patients where appropriate who are being examined by a clinician. 

· Vaccine/cold chain storage, monitoring, recording, re-stocking and stock rotation

· Cleaning and re-stocking consulting rooms, storage cupboards etc

· Support clinical team with Minor Surgery, and immunisation clinics.

· Support the nursing team with complex dressings and undertake simple dressings after appropriate training.
· Ordering of supplies/stock
· Prepare and maintain environments and equipment before, during and after patient care interventions 

· Assist in the assessment and surveillance of patients’ health and well-being and help in raising awareness of health and well-being.
· Support clinical waste collection along with appropriate use and storage of sharps bins 
· Undertaking specific clinical activities for named patients that have been delegated and taught specifically in relation to that individual

· Assisting with the collection and collation of data on needs related to health and well-being 
· Support, maintain and undertake Infection Prevention and Control (IPC) procedures in the surgery under the guidance of the IPC Lead or deputy lead nurse. 
· CQC searches and management with Dr Leach

· With PCN Care Co-ordinators undertake diabetic checks (including feet) and phlebotomy. 

· Administration support to nurses
· Undertake any other delegated duties considered appropriate to the post.
OTHER DUTIES: - To participate in staff meetings by the Practice Manager, to be aware of and act in accordance with Health & Safety and Fire regulations of the practice and attend any relevant Study Days

HOURS: 

28.5 hours per week, separated down as follows:

Monday – 0800 – 1830 (1 hour unpaid lunch) – 9.5 hours

Tuesday - Off
Wednesday – 0800 – 1830 (1 hour unpaid lunch) – 9.5 hours 




Thursday – Off
Friday – 0800 – 1830 (1 hour unpaid lunch) – 9.5 hours
In addition, you may be requested to undertake additional hours to cover sickness and holidays of other members of the Nursing Team. These extra hours will be at any time between 0800 and 1830 Monday to Friday. The maximum hours per week will be 37.5.
PAY:

Pay will be dependant of experience. 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 weeks plus Bank Holidays if they would normally be worked for first year, increasing to 6 weeks plus any worked Bank Holidays afterwards. Holidays may not normally be taken between 20th December and 5th January.

ADDITIONAL INFORMATION: - As part of our Health and Safety Policy all staff are required to be immunised against Hepatitis B, Rubella, Diphtheria, Tetanus & Polio .  
A Disclosure and Barring Service (DBS) check will be required before commencing employment.

Employee ……………………………………………………….

Angel Hill Surgery …………………………………………..

Date ………………………………………………………………
2

