LONG STRATTON MEDICAL PARTNERSHIP
Job Description
Dispensary Lead (Lead Dispenser)

	Job Title
	Dispensary Lead (Lead Dispenser)

	Department
	Dispensary

	Reports to
	Dispensing/Prescribing Lead GP and Practice Manager (as delegated)

	Accountable to
	Practice Partners / Management Team

	Responsible for
	Dispensing team members (Dispensers / Dispensing Clerks) and volunteer driver team (where applicable)

	Location
	Long Stratton Medical Partnership sites (as required)

	Hours
	37.5 hours (with flexibility to meet service needs)



Role purpose
To lead the day-to-day running of the Practice dispensary, ensuring the safe, effective and efficient dispensing of medicines and appliances to eligible dispensing patients. The post-holder will provide expert operational oversight, ensure compliance with relevant legislation and guidance, support clinicians and the wider practice team, and contribute to the financial performance and continuous improvement of the dispensary service.
Key responsibilities
Clinical governance and safe dispensing
Lead and supervise the dispensing process to ensure prescriptions are dispensed accurately, safely, and in line with current SOPs and professional guidance.
Undertake or organise checking of colleagues’ dispensing as required and escalate any concerns to the authorising clinician or Dispensing/Prescribing Lead GP.
Ensure that all dispensed medicines/appliances are checked against the prescription, including dose, quantity, directions, contraindications, and labelling; where there is doubt, liaise with the duty/authorising prescriber before supply.
Ensure medicines and appliances are labelled correctly and that appropriate advice is provided to patients within role competence, referring clinical queries to clinicians/pharmacists as needed.
Lead the response to MHRA alerts, drug safety updates, safety field notices, ICB medicines messages and drug shortage notifications; document actions taken and communicate agreed changes to the relevant clinicians and team.
Support and coordinate dispensary participation in quality schemes and audits (e.g., DSQS and prescribing/dispensing quality improvement activity) and maintain evidence as required.
Repeat prescribing and prescription workflow (System1)
Oversee the repeat prescription service, ensuring requests are processed within agreed Practice timescales and in accordance with local protocols.
Ensure repeat and acute medication requests are processed and appropriately actioned using SystmOne, including accurate coding/record updates, tasking and workflow management.
Act as a focal point of communication between dispensary, clinicians, reception/administration, patients, and community pharmacies regarding prescription queries, supply issues, and alternatives.
Support clinicians in managing document workflow relating to prescriptions in System1 and ensure prescription-related documents are actioned promptly.
Review and action prescriptions and medication items that are ‘not picked up’ or are unlikely to be collected; update SystmOne records appropriately and arrange secure destruction in line with policy.
Controlled drugs, security and medicines management
Ensure the secure receipt, storage, handling and issuing of controlled drugs (where applicable) in line with SOPs; maintain registers and undertake periodic stock checks/audits.
Ensure medicines are stored securely and appropriately, including segregation, expiry date control, and adherence to manufacturer’s storage requirements.
Maintain an effective cold chain process, ensuring daily temperature monitoring, accurate records, appropriate storage, and timely escalation/action in response to temperature excursions.
Manage the return of medicines from patients and oversee disposal/destruction processes in line with practice policy and waste regulations.
On a regular basis review uncollected medicines and arrange actions in line with policy to minimise waste, ensure safety, and maintain stock integrity.
Stock control, procurement and financial management
Maintain robust stock control systems to ensure continuity of supply while minimising wastage and expenditure, including stock rotation, expiry management and review of fast/slow-moving lines.
Lead on ordering of medicines and dispensary supplies/sundries, using agreed wholesalers and procurement routes; ensure cost-effective ordering and compliance with relevant guidance.
Engage with wholesaler and pharmaceutical representatives (as appropriate) to obtain information and negotiate terms/discounts, reporting opportunities and risks to the Practice Manager/Dispensing Lead GP.
Maintain a record/database of supplier terms/discounts which are held on the suppliers’ ordering hubs and support monitoring of dispensary income and expenditure, highlighting negative trends and recommending actions.
Ensure accurate collection and recording of prescription charges; reconcile the number/value of charges against statements and investigate discrepancies.
Ensure all monies handled are processed appropriately through the dispensary till/approved system and in line with practice financial procedures.
Endorse and collate prescription forms as required and arrange secure submission to the NHSBSA pricing/processing service in line with current guidance, including completion of associated paperwork (e.g., FP34).
Process and forward invoices and dispensary correspondence for payment/authorisation in line with Practice procedures, liaising with the Practice Manager/Finance Lead as required.
Ensure accurate recording of personally administered items (where applicable) to support VAT and reimbursement processes.
Leadership, people management and service delivery
Provide visible leadership within the dispensary; lead by example, promote the Practice vision and values and encourage cross-departmental teamwork.
Manage and coordinate dispensary rotas to ensure safe staffing and efficient service delivery, including arranging cover for annual leave/sickness and managing workload peaks.
Support recruitment, induction and ongoing performance management for dispensary staff in line with Practice HR policies, including participation in appraisals and the use of records of conversation where needed.
Provide mentorship, supervision and guidance for trainee/apprentice dispensary staff and students, and support competency sign-off and development plans.
Ensure all dispensary staff are trained, competent and working to best practice; coordinate CPD, mandatory training, SOP read-and-sign processes and team briefings.
Handle complex patient queries and complaints relating to dispensing processes, escalating appropriately and ensuring learning is shared with the team.
Oversee the dispensary service in the absence of the Practice Manager, ensuring continuity and timely escalation of issues.
Oversee the medicines delivery service/volunteer driver team (where applicable), ensuring appropriate coverage, safe processes, and effective communication with patients.
Meetings, reporting and wider practice support
Work closely with the Dispensing/Prescribing Lead GP, Clinical Pharmacist/PCN pharmacy team and Management team to ensure an excellent service and support prescribing optimisation.
Coordinate and/or contribute to relevant meetings (e.g., dispensary meetings, prescribing meetings), including agenda setting, minute taking, action tracking and dissemination of key messages.
Develop and maintain constructive working relationships with local pharmacies, care homes and other stakeholders to support safe supply and query resolution.
Undertake computer searches and produce reports from SystmOne as required to support audits, income monitoring, DSQS evidence and service improvement.
General responsibilities
Confidentiality: In the course of work, the post-holder will have access to confidential patient and business information. All information must be treated as strictly confidential and only shared with authorised people in accordance with Practice policy and data protection requirements.
Health, safety and infection control: Maintain a safe working environment, follow Practice Health & Safety and Infection Control policies, use PPE appropriately, report hazards/incidents promptly, and support safe systems of work within the dispensary.
Safeguarding: Demonstrate due regard for safeguarding and promoting the welfare of children and adults in line with practice policies and training.
Equality and diversity: Treat patients, carers and colleagues with dignity and respect; act in a non-judgmental manner and support equal access to services.
Personal and professional development: Participate in appraisal, mandatory training and role-specific CPD; maintain competence and support the development of others.
Quality and continuous improvement: Contribute to audits and service reviews, identify risks and improvement opportunities, and implement changes as agreed.
Communication: Communicate effectively with patients and colleagues, adapting communication methods as required and ensuring clear documentation within SystmOne and other practice systems.
This job description
Job descriptions are reviewed periodically and may be amended in consultation with the post-holder to reflect changes in service needs, legislation, or operational requirements.
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