PRIORY SURGERY

JOB DESCRIPTION

JOB TITLE


Health Care Assistant 

ACCOUNTABLE TO

The GP Partners

REPORTING TO

Practice Manager 

JOB SUMMARY

To assist medical personnel in the care of practice patients to include treatment, preventative care, screening and patient education.  The post will also include some administrative duties.

MAIN RESPONSIBILITIES

1.  Patient related
· New patient registration checks
· BP monitoring
· Urinalysis
· Phlebotomy
· Entering data on to the clinical software system
· Weight monitoring
· Provide lifestyle advice to patients making any necessary referrals within the Practice
· Ensure specimens are labelled and bagged ready for collection with the necessary paperwork completed
· Ensure accurate notes of all consultations and treatments are recorded in the patients records

2.   Administrative and professional responsibilities

· Ensure clinical waste/sharps collection runs smoothly, reporting any problems to the Practice Manager
· Restocking/maintenance of equipment
· Restocking of clinical areas and consulting rooms
· Monitoring and keeping accurate records in respect of refrigerator temperatures, vaccine expiry dates etc.
· Participate in the administrative and professional responsibilities of the practice team

· Assist in seasonal and special projects as requested, e.g. flu campaign

· Ordering and display of Health Promotion materials
· Book appointments and recalls 
3.   General

· Full training will be given prior to any patient contact.  The HCA will always work alongside another member of the nursing team and there will always be a doctor available to refer to if necessary.  The role involves the use of the computer and keyboard skills along with the ability to organise and prioritise a varied workload are necessary.

· To maintain a safe and effective level of practice and to bring any deficits in training to the attention of the Practice Manager so these can be addressed.

· The HCA will be required to act in a professional manner at all times and adhere to practice policies, protocols and guidelines.  

· A uniform will be provided and must be worn at all times.

4.   Training

· Training will be provided both in-house and by attendance at locally organised events.  Training requirements will be monitored and personal development will be encouraged and supported by the practice.
· If NVQ Level 3 in Clinical Healthcare Support is not held it will be necessary to attend college to study towards this qualification.
5.   Accountability

Although accountable to the Partners of the practice through the Practice Manager, as an employee they are ultimately responsible for their own practice and must ensure that limitations are acknowledged and that they remain within the scope of their responsibilities.

This Job Description is not meant to be restrictive or definitive and may be reviewed or altered as developments occur within the service.
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PERSONNEL SPECIFICATION

HEALTH CARE ASSISTANT 

The successful applicant will require the following personal skills:

ESSENTIAL:

1.   Previous experience of working as a Health Care Assistant/Nursing Assistant.

2.   An understanding, acceptance and adherence to the need for strict 

      confidentiality.

3.   An ability to use own judgement, common sense and local knowledge to respond 

      to patients enquiries and requests whilst adhering to practice limitations.

4.   An understanding and acceptance of the role of the HCA and awareness of own 

      limitations.
5.   Basic keyboard and computer skills

6.   Excellent communication skills

7.   Experience of working with people

8.   Flexible approach to working hours

9.   Willingness to undergo skills/development as required.


DESIRABLE:

1.   Qualification in Healthcare e.g. Diploma in Clinical Healthcare Support
2.   Experience of working in a GP Surgery
