MENDLESHAM MEDICAL GROUP
JOB DESCRIPTION FOR PRESCRIPTION CLERK / HATCH ASSISTANT (DISPENSARY ADMINISTRATOR)

JOB TITLE:
PRESCRIPTION CLERK / HATCH ASSISTANT (DISPENSARY ADMINISTRATOR)
REPORTS TO:
DISPENSARY MANAGER 
LOCATION:
Mendlesham Medical Group – Dispensary
(Mendlesham Health Centre & Manor Farm Surgery)
HOURS:
Part-time – 20 hours per week (working pattern to be agreed)

Job Summary:
The post holder is the first point of contact for patients collecting medication and for patients with dispensary prescription queries. The main duties are to provide full support for handing out medications to patients and to provide full administrative support in relation to the processing of repeat and acute prescriptions.
To be proficient on the clinical system (SystmOne) to run prescriptions where needed, deal with queries, task GP’s to obtain relevant information and assist with other dispensary tasks.
The post holder will work across both practice sites and will be part of a rota system to support prescription administration and hatch cover as required.

Job Responsibilities:
The following are the core responsibilities of the Prescription Clerk / Hatch Assistant (Dispensary Administrator). There may be on occasion, a requirement to carry out other tasks; this will be dependent upon factors such as workload and staffing levels:
To work to agreed Practice standards, protocols and SOPs.

Duties and tasks to be performed
Prescription Administration / Repeat Prescriptions
· Ensuring that requests for repeat prescriptions are actioned within 72 hours, in line with practice procedures.
· To be responsible for running off the repeat prescription requests.
· Checking and responding to prescription requests received via email and other approved methods.
· Prepare the Managed repeat prescriptions.
· Collecting the prescriptions from the boxes.
· Sending Electronic prescriptions to the various pharmacies.
· Dealing with patient e mail queries and liaising with dispensary staff where necessary.
· Keeping repeat prescription information up-to-date in the patient journal, such as letters and doctors’ requests.
· Sending out review letters.
· Organising blood tests (through ICE system) or blood pressure checks for patients, relevant to their prescribing needs.
· Responding to all queries and requests from chemists, nursing homes and district nurses, regarding the issue of prescriptions.
· Medicine management – liaising and discussing any enquires or queries raised by the clinical team.
· Prescribing Incentive Scheme – issue reports and letters, working around any guidelines issued to ensure budget reductions where possible.
· General ad hoc administration work.
· Keep up-to-date with all prescribing guidelines and protocols, relevant to the position.

Hatch Duties / Patient Collection
· Serve patients at the hatch for collection of their prescriptions/medication.
· Checking patients address and that the back of prescription is completed correctly with:
· Pay – Take any fees payable.
· Exempt – Check correct exempt box is ticked and check their exempt evidence.
· Signed – 16 – 60 requires signature – Under 16 or Over 60 NO signature required.
· Ensure patients double sign CD prescriptions where required.
· Use till and card machine to take payments.
· Recording Managed Repeat collections on SystmOne.
· Filing dispensed prescriptions.
· Checking and un-dispensing uncollected prescriptions.
· Take acute prescriptions presented by patients for dispensers to process and check.
· Assist in helping with queries where able or refer to a dispenser.

Dispensary Support Duties
(All duties and tasks must be undertaken with supervision by qualified dispenser at all times.)
· Picking prescription items in preparation for the dispensers to dispense.
· Collect stock in basket from prescription ready for dispenser’s process and check (dependent on hatch traffic).
· Check and help put away medication deliveries (dependent on hatch traffic).
· Assisting with the unpacking of the medication deliveries.
· Ensuring drugs are received and stored within the appropriate manner in accordance with the manufacturer’s instructions.
· Ensuring that refrigerated items are stored at the appropriate temperature and record daily temperatures in log book.
· Fridge & Room Temperature Monitoring.
· Fridge cleaning on a quarterly basis.
· Date checking of stock / drugs and recording.
· Waste Management.
· Safe disposal of returned and / or out of date medicines (except Controlled Drugs).
· Count prescriptions daily.
· Safe management of sharps procedures storage and disposal.
· Ensuring shelves are kept clean and tidy.

Flexibility / Cover
· Covering hatch duties during staff holidays.
· Flexibility to cover other areas when required – multi-skill mix.
· The post-holder will also learn over the course of time the role of the Dispensary Administrator (Prescriptions) role as well as reception. This will enable the post holder to be multi skilled and able to cover/offer hours where needed in addition to the hatch role.

Competency
A competence assessment must be completed and signed off by Dispensary Manager & Lead Dispensing GP.

Confidentiality:
In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters. They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately.
In the performance of the duties outlined in this Job Description, the post-holder may have access to confidential information relating to patients and their carer’s, Practice staff and other healthcare workers. They may also have access to information relating to the Practice as a business organisation. All such information from any source is to be regarded as strictly confidential.
Information relating to patients, carers, colleagues, other healthcare workers or the business of the Practice may only be divulged to authorised persons in accordance with the Practice policies and procedures relating to confidentiality and the protection of personal and sensitive data.

Health & Safety:
The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the Practice Health & Safety Policy, to include:
· Using personal security systems within the workplace according to Practice guidelines
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks
· Making effective use of training to update knowledge and skills
· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards
· Reporting potential risks identified

Equality and Diversity:
The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:
· Acting in a way that recognises the importance of people’s rights, interpreting them in a way that is consistent with Practice procedures and policies, and current legislation
· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues
· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.

Personal/Professional Development:
The post-holder will participate in any training programme implemented by the Practice as part of this employment, such training to include:
· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work

Quality:
The post-holder will strive to maintain quality within the Practice, and will:
· Alert other team members to issues of quality and risk
· Assess own performance and take accountability for own actions, either directly or under supervision
· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance
· Work effectively with individuals in other agencies to meet patients needs
· Effectively manage own time, workload and resources

Communication:
The post-holder should recognise the importance of effective communication within the team and will strive to:
· Communicate effectively with other team members
· Communicate effectively with patients and carers
· Recognise people’s needs for alternative methods of communication and respond accordingly

This is not an exhaustive list of responsibilities and these may change within reason according to the needs of the business.

