
WESTON AND RUSH HILL SURGERIES

JOB DESCRIPTION



JOB TITLE: Health Care Assistant

Accountable to: the partners and the practice manager

1. Summary of Duties

· Assisting the nursing team in their clinical and administrative duties.
· Maintaining agreed standards of safety and hygiene within the treatment room and consulting rooms.
2. Clinical

· Venepuncture
· Wound care
· Measurement of height and weight
· Calculation of BMI
· Urinalysis
· Recording of blood pressure
· Recording of peak flow
· Recording information both manually and on computer system
· Maintaining equipment
· Undertaking other clinical activities identified by the practice nurse or doctor in accordance with agreed written protocols
· Act as chaperon support if required by doctors
· Flu injections

3.  Clericial

· Maintain, store and retrieve records both manual and computerised
· Maintain the disease registers
· Provide clerical support for the nursing team in organising clinics including appointment and recall systems
· Receive and transmit information by telephone to agreed Practice standard with particular attention to confidentiality
· Scanning
· Note Tidying
· Summarising
· Orders for Pathology and cytology
· Orders for needles and syringes 
· Diet Club, inc keeping patient records up to date



4. Housekeeping


· Clean & sterilise any used instruments.
· Ordering all medical supplies, medicines & consumables, with the exception of Coils/ Zoladex.
· Be responsible for stocking the consulting rooms both clinically and clerically
· Prepare clinical areas, including instrument preparation, for specific clinical sessions
· Maintain stock levels of equipment and material according to the needs of the practice
· In discussion with the nursing team, be responsible for supplying health promotion materials in the waiting area and consulting rooms
· Check battery level on defibrillator R/hill & Weston. 
· Stock check all vaccines and coils
· Ensure all Q/A checks are complete for the month.





           	
5. Relating to Confidentiality

· To take due care to ensure confidentiality of patient information at all times.
· To be aware of the limitations placed upon the Practice by the Data Protection Act 1998.
· To ensure confidentiality of information in matters relating to the Practice.

6. Relating to Health and Safety and Security/Infection Control

· Adherence to the Practice Infection Control Policy
· The post holder must be aware of the responsibility placed on him/her under the Health and Safety at Work Act (1994) to ensure that agreed safety procedures are carried out in order to maintain a safe environment for employees, patients and visitors to the Practice.
· To have read and be aware of the Health and Safety section in the Practice Handbook.
· To report any risks to health and safety.
· To be aware at all times of the need for a high level of personal and physical security and to comply with the details contained in the Practice Procedures.

7. Interpersonal Skills

The post holder should also possess the following interpersonal skills:

· Ensure patients are treated with respect and dignity at all times
· Excellent communication skills both written and spoken
· Understand and exercise confidentiality and discretion at all times
· Interpretation skills
· Initiative
· Patience
· Team Player
· Able to work well under pressure; and
· Flexibility

8. Hours & Location

· Up To 25 hours per week over 4-5 days.
· Located at 20 Rush Hill, Bath & 36 Combe Park, Weston, Bath.


9. Other

Good record keeping and updating the Electronic Patient Record (EPR) is vital

Work to agreed protocols which should be regularly updated

Regular audit will be carried out on your work. You will be expected to be aware of the capabilities of our computer system and to understand how it can assist with the audit process. Changes to protocols may be anticipated following audit

Any activity which might be introduced as one of your duties will be carefully discussed so that you are clear what is expected of you. It is important that you do not carry out any procedures for which you are not adequately prepared or which has not been discussed with the doctors, except as an emergency. 
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