LEN VALLEY PRACTICE
DISPENSER
Reportable to:
Dispensary Manager and Senior Dispenser
Responsible to:
Practice Manager
Accountable to:
Practice Partnership

Hours:
Full-time


Main Purpose of the Post

Responsible for dispensing medication for patients at Lenham and Harrietsham Practices
Responsibilities
· Conversant with IT systems; Emis, Doman, AccuRX, Microsoft Office and AAH Link
· Adhere to Standard Operating Procedures 

· Dispense medication to nominated dispensing patients. Be aware of the non-dispensing rule
· Maintain a high standard of customer services 
· Manage stock – rotation, out of date stock, deal with wholesalers

· Handle cash – collect prescription monies, cash up at end of day  
· Print prescriptions and label
· Assist Dispensary Manager in prescription management, filing and processing for payment
· Prepare medication within the Monitored Dosage System 

· Review of use of medicines with patients (DRUM system)

· Check medication reviews and deal with patient recall

· Report all complaints to the Dispensary Manager (or Practice Manager)

· Work within the Misuse of Drugs Act regarding Controlled Drugs

· Work effectively within the dispensary 

· Undertake housekeeping tasks within the dispensary
· Ensure that outstanding matters and information are handed over to colleagues at end of shift/day

· Regularly check email, ‘Tasks’ and ‘Messages’ 

· Answer telephone calls in a friendly, polite and professional manner

· Develop and maintain good communications skills

· Achieve NVQ Level 2 Dispensing 
· Work within a team and autominously

· To be aware of and work within Health & Safety policies relating to maintenance of a safe environment for patients and staff.  
· To be aware of and adhere to organisational policies and procedures
· To be smart, polite and courteous at all times

· Assist with mentoring/training of staff
· Maintain strict confidentiality of information relating to patients, their relatives/carers and other members of staff
Appraisal/Training

· Participate in the appraisal process and follow up any learning outcomes

· Attend any courses/training events as deemed necessary by the Dispensary Manager or Practice Manager
These duties may be changed from time to time, dependent on the needs of the practice.  This will be done in consultation with the employee and if appropriate, training and instruction will be given.

I confirm that the above accurately reflects my current duties.

Signed: …………………………………………
Date: …………………………………….
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