TEMPLE SOWERBY MEDICAL PRACTICE

JOB DESCRIPTION

Job Title:
Patient Support Team – Reception and Dispensing Administrator 
Responsible to: 
Practice General Manager 
Hours of Work:  
37.5 Full time - Monday to Friday 9 to 5 (one night until 18:30)
Salary:

Approximately £19,500 + Pension + 33 days annual leave
Purpose of job:

The be the first point of contact for patients

To ensure effective communication between Patients, Doctors and other Professional Staff

Main duties/Key tasks:

· Ensure effectiveness of appointment system and monitor the flow of patients in the surgery.
· Enter new patient health questionnaire data onto the EMIS clinical system, send out  appropriate health check appointment invitations and ensure all new patients who need to, make a timely appointment for their initial consultation at the practice.
· Respond to all queries and requests for assistance from patients and visitors, or refer to appropriate person.

· Answer the telephone and make calls as required in a polite manner, taking messages as necessary and as directed.
· Retrieve paper notes when requested.

· Enter computer data as necessary.
· Send recall letters to designated patients ensuring patients make an appropriate appointment in a timely manner.
· Registering patients for EMIS Access.

· Collect and package samples for collection to be sent to the path lab. 
· Keep waiting area tidy 

· Ensure that all monies received or handled on behalf of the practice are appropriately, recorded, stored and a record kept of all financial transactions.  
· Deal with patients picking up medication, collect all due prescription charges and ensure that the patient declaration on the reverse of the FP10 Prescription is duly completed and signed by the patient
· Assist with daily medication orders and chase up orders with the necessary suppliers
· Check pharmacy supplies against supplier delivery notes
· Check dispensing invoices/statements are correct

· Prepare bulk ordering  
· Label medication packs for dispensers to dispense into
· Answer the dispensing telephone, download messages and make calls as required to patients, taking messages as necessary 
· Count and collate FP10 Prescriptions
· Assist patients with online access to medication requests
· Check acute dispensing 
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 carers, 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 recognizes 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
· The completion of all Blue Stream training identified as relevant to the role.
· 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

Contribution to the Implementation of Services:
The post-holder will:

· Apply Practice policies, standards and guidance

· Discuss with other members of the team how the policies, standards and guidelines will affect own work

· Participate in audit where appropriate
Immunisation:

Due to exposure to patients and potential risks that presents it will be a requirement of the postholder to have / have had the following immunisations:

· Influenza
· COVID in line with national guidance

· Hepatitis B
This is not an exhaustive description of your job you may be required, from time to time, to fulfill other tasks within your capabilities and commensurate with the post.
PERSON SPECIFICATION

Post: Receptionist & Dispensing Administrator– Patient Support Team

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	KNOWLEDGE
	Microsoft Office: word, outlook, excel


	Use of EMIS

Awareness of principles of: 

GDPR / Data Protection

Health & Safety At work

Confidentiality

Safeguarding 

	SKILLS
	Communicate effectively with Patients and Staff
Articulate.


	

	QUALIFICATION and/or EQUIVALENT

EXPERIENCE


	GCSE Grade C Maths & English or equivalent

Dealing with the Public

Use of office equipment
	NVQ in Business Administration or equivalent

	APTITUDE
	Able to work under pressure

Able to work in a changing environment.

Able to use own initiative
Able to work flexibly to cover absence
	

	ATTITUDE
	Care and respect for patients and their right to confidentiality.
Punctual & reliable
Positive, tolerant, empathetic team player

Personal integrity and loyalty


	



