BEWICK CRESCENT SURGERY
Job Description
Role:       Receptionist Dispenser
Location: Heighington Branch Surgery
Responsible to: Assistant Practice Manager
Job summary.
To provide a point of contact for patients; acting as a focal point of communication between patients, Doctors, Nurses and other staff. This will enable an efficient, smooth running surgery on a day to day basis and provide excellent patient care.
To dispense medications at Heighington Branch Surgery, ensuring patients are dealt with in an efficient and safe manner.

Principal duties and responsibilities.

Heighington Receptionist
Dispenser

8.00 am Duties Heighington
Unlock the Surgery and prepare for the day ahead following the latest Start of Day standard worksheet, ensuring all daily checks are conducted as per SOP 19.

Reception Duties at Heighington

· First point of contact for all patient enquiries. Receive patients and resolve issues only delegating upwards when unable to solve.

· Explain practice arrangements and formal requirements to new patients and those seeking temporary cover, ensure procedures are completed.

· Advise patients of relevant charges for private services, accept payment and issue receipts for same.

· Respond to all queries and requests for assistance from patients and other visitors. 

· Liaise with Doctors and Nursing staff as required.

· Ensure waiting area is kept neat and tidy.

· Check on a daily basis all standard forms are present e.g. temporary resident packs, maternity packs.

Booking-in system

· Ensure patient’s name and dob/address are taken upon arrival and that they are booked into the system.

· Ensure that SystmOne is accurate and appointments booked are of the appropriate length for treatment. Monitor the flow of patients into consulting room.

· Ensure you are familiar with who does what (nursing/HCA staff) and what length of appointment time is appropriate for the treatment being requested.

· Monitor effectiveness of the system and ensure that action is taken to resolve any problems or effect variations as required. Report any issues to the Practice Manager/Assistant Manager, inclusive of lack of appointments.
End of Day Duties at Heighington
Complete end of day duties/tasks in line with the latest End of Day standard worksheet.

Dispensing Duties - Heighington
· Dispense medications to patients, following dispensing SOP.
· Prepare Dosette boxes, following Dosette box SOP.
· Order and receive drugs deliveries, including controlled drugs, following SOPs.

· Conduct regular stock-checks.

· Key-holder for premises and controlled drug cabinet.

· Maintain controlled drugs register in line with SOP.

· Use Streamline system for patients paying by debit/credit card and running end of day reconciliation report.

· Bag up daily the cash for prescriptions paid by cash and clip alongside the streamline totals.  Transport slips to Bewick in line with SOP.
· Administration of drugs delivery system for patients, in line with SOP.  
· Each Wednesday – delivery of prescriptions to Bewick Prescription person for GP signature.  

· Keep GP room up to date with all supplies, sample bottles, fit for work notes etc.
· Update daily handover sheets.
Baby Immunisations Clinic Administration – Bewick Crescent

· Provide administration support to the nurses during the baby clinic, following current standard work sheet.

Scanning – Bewick Crescent
· Update computer records as required, either by keyboard entry or the scanning facility through the scan agent programme, forwarding to clinicians other appropriate staff or completing as appropriate.

· At the beginning and end of each scanning session check your document in-box.  Take appropriate action (ie forward to GP etc).

· If no Admin 1 person rota’d in the afternoon, open post, remove any post which needs to be actioned separately (eg bowel cancer screening/insurance requests– as per the latest standard work sheet) and leave for next rota’d Admin 1 person.  Separate remaining letters into single and double sided and scan as above.

General Duties

· E-mail:  Read daily and take necessary action on any message received.

· Tasks and notifications: Read daily and take necessary action on any tasks or briefings.

· GP Team Net: check daily.

· Standard worksheets/station logs:  check your workstation log daily for updates, update/create worksheets as appropriate.

· Receive and make calls as required. Divert calls and take messages as appropriate, create a task for all messages to nurses, GPs and Practice/Assistant Practice Manager. Do not use paper. Log all dialogue with patients in Systmone.

•    Ensure your training records are kept up to date.

•    Ensure all surgery policy documents are the most recent version and remove old versions from all work stations.

· Check the staff rota daily for any changes.  Report any issues/errors to the Assistant Practice Manager.
Person Specification

· Able to maintain patient confidentiality at all times.

· Excellent communication and telephone skills.

· A helpful and respectful approach to colleagues, patients, visitors, clinical staff and managers.

· A helpful but firm approach to difficult patients; calming where necessary.

· Ability to prioritise own workload, requesting help where necessary.

· A flexible approach to hours worked and duties performed.

· A recognised dispensing qualification.

· Good all round literacy and IT skills.
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