
GLASTONBURY SURGERY

ROLE PROFILE

	TITLE OF POST:


	HEALTH CARE ASSISTANT               

	SALARY:


	From £8.96 per hour


	HOURS OF EMPLOYMENT:


	12 – 16 hours per week
Days & hours to be determined

	APPOINTMENT:


	Fixed Term

	LINE MANAGER:


	Nurse Practitioner



	EMPLOYER:


	Partners




JOB SUMMARY

To assist the GPs and practice nurse team in the service and delivery of the care management of the practice population. The post holder will work under indirect supervision of the nurse practitioner and undertake tasks and duties delegated by the nurse team leader or a suitably qualified regulated professional. They will work collaboratively with the general practice team to meet the needs of patients and the practice following appropriate policies and procedures.

MAIN DUTIES AND RESPONSIBILITIES

1
To provide technical skills including phlebotomy and electro-cardiograms (ECG’s) screening and health promotion:


 Venepuncture - to provide a venepuncture service. 

 To see urgent referrals from General Practitioners (GP’s) for venesection on the same day.

 To perform routine urinalysis and record and despatch results as appropriate

 Electro cardiograms - to provide an ECG service to patients registered at the Surgery.

 To see urgent referrals from GPs for ECGs on the same day

 To prepare for and assist at minor surgery sessions.

 To record blood pressures.

 To chaperone as required.

 New patient health checks.

 Simple dressings

 Suture removal
 To assist the practice nurses in clinical duties as appropriate.

2
Supplies and Equipment

To ensure that instruments are maintained, cleaned and sterilised according to practice protocols.


To maintain clinical stock levels within the Practice through daily assessment of clinical areas


 Clear all consulting rooms of used instruments to be cleaned and sterilised as appropriate

 Maintain adequate stocks of clinical supplies in the consulting rooms and practice nurse rooms

 Stock Practice Nurse Suite and consulting rooms with stationery and health promotion leaflets.

3
Administrative and Professional responsibilities


 Attend and participate in practice nurse team meetings and general staff meetings as required.

 To use the Practice computer system to record when patients have been seen and what procedure(s) have been performed.

 Any other practice nurse related computer input as directed by the senior nurse.

4
Personal and Professional Development


 Take responsibility for own developmental learning and performance, including participating in supervision

 Work with management on any new training requirements

 To recognise and understand the roles and responsibilities of individuals working in the primary health care team

5
Liaison


 Maintain effective liaison with other health care teams concerned with patient care as appropriate and with all other disciplines within the Practice, exercising regard for patient confidentiality at all times.


6 Health, Safety and Security

· Use the personal security systems within the workplace according to practice guidelines 

· Identify the risks involved in work activities and undertake them in a way that manages the risks

· Use appropriate infection control procedures and maintain work areas in each clinical room so that they are clean, safe and free from hazards reporting of any potential risks identified, including:

Hand washing 

Universal hygiene procedures 

Collection and handling of laboratory specimens 

Segregation and disposal of waste materials 

Decontamination of instruments and clinical equipment reporting and    treatment of sharps injuries 

Dealing with blood and body fluid spillages 

Assist patients and colleagues in adopting sound infection control measures
· Understand and apply the principles of the cold chain

· Ensure safe storage, rotation and disposal of vaccines and drugs within area of responsibility

· Know the general principles of first aid and resuscitation to be able to undertake initial actions as appropriate

· Be aware of statutory child health procedures and statutory local guidance and referral criteria

· Know the health and safety policies and procedures within the workplace, including fire procedures, maintaining documentation, monitoring and maintaining of equipment and furniture within your area of responsibility

· Use the computer monitor safely

· Be able to identify the risks to health of microbiological and chemical hazards within the working environment according to the Control of Substances Hazardous to Health

JOB DESCRIPTION AGREEMENT

This job description is intended to provide an outline of the key tasks and responsibilities only.  There may be other duties required of the post-holder commensurate with the position.  This description will be open to regular review and may be amended to take into account development within the Practice.  All members of staff should be prepared to take on additional duties or relinquish existing duties in order to maintain the efficient running of the Practice.

Jobholder’s: Signature:


Date:
Line Managers Signature:
                                        Date: 
Line Mangers Name: ………………………………..   Position: …………………

Person Specification:

Health Care Assistant – Glastonbury Surgery

	Attributes
	Essential
	Desirable
	How identified

	Qualifications and training
	· Basic literacy and numeracy skills

· Basic computer experience
	· Willingness to undertake an NVQ or an equivalent qualification
	Application form

Interview

	Knowledge and skills
	· Demonstrates a basic understanding of the needs of the patient and the role of the HCA

· Willing to develop clinical skills and competency relevant to the role e.g. phlebotomy skills
	· Previous HCA or Phlebotomy work
· Understands issues regarding accountability and delegation

	Application form

Interview

	Experience
	
	· Experience working in a care environment
	Application form

Interview

	Personal qualities
	· Demonstrates motivation, reliability and commitment to team working and the development of others

· Demonstrate a flexible approach to work including increasing working hours to provide cover during annual leave/sickness when able.  The ability to respond positively to changes both within the Practice and at PCT level

· Demonstrates an ability to value the opinions of others

· Willingness to undergo education/ training for both practice and service needs

· Willingness to work towards professional and performance objectives (appraisal)


	
	Application form

Interview

References

	Physical skills
	· Manual dexterity and manipulation skills

· Ability to assist others with the delivery of care e.g. assisting in minor surgery
	· Ability to handle simple medical equipment e.g. ECG machine


	Application form

Interview

	Mental and emotional effort
	· Concentration required daily, e.g. Ability to deal with occasional exposure to distressing circumstances or emotional events

· Ability to cope with occasional exposure to aggressive behaviour

· Ability to work with competing priorities

· Ability to deal tactfully and empathetically with distressed or anxious patients and carers
	
	Application form

Interview

	Working conditions
	· Personal physical contact with patients

· Ability to work with high patient turnover and a pressurised environment on a daily basis
	
	Application form

Interview

	Communication and verbal skills
	· Able to communicate routine information that requires tact and persuasive skills, or where there may be barriers to understanding

· Ability to communicate effectively via telephone or group discussion

· Good interpersonal skills
	
	Interview

References

	Responsibility for financial and physical resources
	· Participate in the care of equipment


	· Undertake stock control
	Interview

	Other requirement
	· Must either be Hepatitis B immune or be willing to undergo an immunisation course
	
	Occupational Health 

Assessment
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