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	Chelston Hall Surgery
Old Mill Road
Chelston
Torquay
Devon
TQ2 6HW

 Email: chelston.hall@nhs.net
 Telephone Line: 01803 605117 
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JOB TITLE:	                       Prescriptions Clerk 

REPORTS TO:	Prescriptions Team Leader

HOURS:	30 hours 	



Job summary:

To provide an efficient prescription service to patients who are contacting the practice to request medication. The prescription clerk will answer telephone calls, emails, deal face to face and telephone queries, including other administrative duties.

Job responsibilities:

· First point of contact for patients with prescription requests/queries.
· Be competent in the use of the telephony system and be able to transfer calls internally as required.
· Deal with e-mails on a daily basis.
· IT proficiency, searching computerised patient records, checking patient details and requesting the correct medication.
· Identify if the medication is urgent and send it to the appropriate clinician.
· Make sure the patient is not over-using medication.
· Work with a range of people, particularly those with long term health conditions, multiple LTCs, frailty or high risk. 
· Help people to navigate and co-ordinate their care across the health care system which may include the following as part of this:
· Supporting QOF targets 
· Medication checks, BP review, booked in with a clinician 
· Vaccination bookings including flu and COVID
· Referrals to external services 
· Management of access (waiting lists for continuity, specialist clinics i.e. minor ops, implants, injections) providing time to people to help them prepare for clinical conversations.  
· Advocating for patients at MDTs – helping to facilitate joint working across teams and organisations, for example, raising issues in team leader meetings and flagging to clinicians / agenda in clinical meetings such as the GP meeting. 
· [bookmark: x__Hlk178695197]Supporting patients to access the right service e.g online triage


Other Job Responsibilities:

Confidentiality
· Maintain confidentiality of information, acting within the terms of the Data Protection Act and Caldicott guidance on patient confidentiality at all times.
· Maintain an awareness of the Freedom of Information Act.
· 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 and Safety
· The post-holder will manage their own and others’ health & safety and infection control as defined in the Practice’s Health & Safety Policy, the Practice Health & Safety Manual, and the Practice’s Infection Control Policy and published procedures.
· Comply with Practice health & safety policies by following agreed safe working procedures
· Actively report health & safety hazards and infection hazards immediately
· Keeping work and general areas clean and tidy, and using appropriate infection control procedures to keep work areas hygienic and safe from contamination.
· Undertaking periodic infection control training (minimum annually)
· Awareness and compliance with national standards of infection control, hygiene, regulatory / contractual / professional requirements, and good practice guidelines.
· Correct personal use of Personal Protective Equipment (PPE) and ensuring correct use of PPE by others, advising on appropriate circumstances for use by clinicians, staff and patients.
· Reporting incidents using the organisations Incident Reporting System
· Using personal security systems within the workplace according to Practice guidelines
· Making effective use of training to update knowledge and skills
Equality and Diversity
· The post-holder will support, promote and maintain the Practice’s Equality & Diversity Policy.
· No person whether they are staff, patient or visitor should receive less favourable treatment because of their gender, ethnic origin, age, disability, sexual orientation, religion etc.
· The jobholder must comply with all policies and procedures designed to ensure equality of employment and that services are delivered in ways that meet the individual needs of patients and their families.

Personal/Professional development:
· The post-holder will participate in any training programme implemented by the practice as part of this employment, with 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

Other Delegated Duties:
This job description is not intended to be exhaustive - it may be changed after consultation with the post holder. The employee shares with the employer the responsibility for review and modification of duties.

Person specification:
Previous experience working withing a GP setting would be an advantage but not essential.
Excellent IT skills
Well organised with strong attention to detail.
Patient focussed, with excellent communication skills and confidence in talking to patients over the phone and in person.
Ability to follow instructions, policies, and procedures.
Have a friendly, welcoming, and caring attitude.
Be able to demonstrate an understanding and awareness of the need for confidentiality.
Proven ability to be flexible, with a can-do approach.
Strong team player who works well with a range of different people.
Committed to own continuous professional development


Benefits:
· Company pension
· Employee discount
· On-site parking
· Sick pay

Schedule:
· Monday to Friday
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