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Care Coordinator Job Description
Role:		Care Coordinator - Prescriptions 
Hours:		20 per week
Salary:		£12.71 per hour
Job Type:	Permanent 

Reports To:	Senior Pharmacy Technician (line management and supervision of duties) and Practice Manager 
 Job Responsibilities: The purpose of the role is to:
To provide a first point of contact for prescription requests from patients, chemists, other healthcare providers and internal team members.  To have lead responsibility for patient prescription tasks/enquiries and a number of other important “back-office” duties including making sure that all claims are made in a timely manner. 
Be change ready and able to multi task in a busy and sometimes challenging environment.

Promptly action requests for repeat prescriptions following the 48 hours prescribing process.
Action all requests for prescriptions that come in via SystmOne on line.
Action prescription requests via work flow and Tasks on SystmOne.
Aim for no reports/complaints of “missing or wrong prescriptions” Fully investigate any incidents that do occur and establish what has gone wrong with the process and discuss with the line manager/lead GP and feedback learning to team members via meetings and huddles.
Oversee the electronic prescription service to ensure it is running smoothly and respond to any queries from Pharmacies or clinicians.
Work with the lead GP and Pharmacist to streamline processes and patient information.
Make sure the message feature on prescriptions is used to best effect and kept up to date and relevant. 
Assist with the overflow of calls from the appointment’s desks at busy times.
To maintain adaptability and be able to provide administration support for the Patient Services Team during staff absences and other pressure points. 
Be prepared to work amongst different teams that may involve working across different sites

Premises:
· Open up premises at the start of the day when first to arrive, de-activate alarm and make all necessary preparations to receive patients.
· When last to leave at the end of the day, ensure that the building is totally secured, internal lights are off and the alarm activated

Undertake any other additional duties appropriate to the post as requested by the Partners or the Practice Manager.

 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, the practice Health & Safety Manual, and the practice Infection Control policy and published procedures. This will 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
· Actively reporting of health and safety hazards and infection hazards immediately when recognised
· Keeping own work areas and general / patient areas generally clean, assisting in the maintenance of general standards of cleanliness consistent with the scope of the job holder’s role 
· Undertaking periodic infection control training (minimum annually)
· 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
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







	PRESCRIPTIONS CLERK PERSON SPECIFICATION

	Attributes
	Criteria
	How Identified
	Essential/Desirable

	Relevant Experience
	Able to undertake a range of tasks, some of which requires significant initiative
Experience dealing with public/customer care
Experience within Primary Care
Experience of dispensing or managing prescriptions
	 Application form/interview

 Application form/interview
 Application form/interview
 Application form/interview
	       E

       E
       E
       D

	Education
	· GCSE’s A-D or equivalent in English and Maths 
· 
· NVQ2 Dispensing or equivalent
NVQ3 Dispensing or equivalent
	· Application form/interview
· 
· Application form/interview
· 
· Application form/interview
	E 
D 
       D

	Work related knowledge
	· Awareness of confidentiality in the workplace
· 
· Excellent IT Skills, including Microsoft Office - Outlook, Excel and Word
Systm1 
	· Interview
Application form/interview
Application form/interview
	E  
E
D 

	Skills & abilities
	· Good organisational skills
Effective communication skills
Good attention to detail
Ability to work under pressure
· Ability to self-evaluate and embrace professional development
·  
· Ability to identify continuous improvement for work methods, procedures and protocols
	· Application form/interview/
· references
	E

 

	Additional factors
	· Excellent time keeping
· 
· Flexibility towards practice needs and change ready
To be patient, supportive, unbiased and inclusive 
· Able to work collaboratively in a team
· 
· Ability to manage own workload and work unsupervised
· 
· Sense of humour 
	· Interview/References
· 
	E
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