

JOB DESCRIPTION 


	NAME:
	

	JOB TITLE:
	PRESCRIPTION ADMINSTRATOR

	SITES:
	BROUGH AND SOUTH CAVE 

	RESPONSIBLE TO:
	GROUP DISPENSARY MANAGER

	RESPONSIBLE FOR:
	N/A

	JOB PURPOSE:
	To provide an efficient and courteous service to all patients, whilst working within the Standard Operating Procedures as set out by the Practice.



	
MAIN DUTIES AND RESPONSIBILITIES


	1.
	Providing a repeat prescription service to patients which involves taking requests by telephone, email, SystmOne and repeat slips.


	2.
	Responding to medication queries in a professional manner, referring to the appropriate GP / pharmacist as needed. This may include adding to and/or amending a patient’s SystmOne medication record as advised by the appropriate clinician.


	3.
	Maintaining good communications with other members of the Practice in order to maximise benefits to   patients, and support colleagues within the parameters of your role.


	4.
	Providing cover for holidays and sickness to ensure continuation of the dispensing service at all sites within the Practice. 


	5.
	Attending dispensary meetings whenever possible. Ensuring that Significant Events and Near Misses are reported and made available to be discussed at the meetings.


	6.
	Taking part in an annual Performance and Development review as required by the Practice.


	7.
	Working within the Practice guidelines and Dispensary Standard Operating Procedures at all times. 





