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JOB DESCRIPTION

JOB TITLE:


Health Care Assistant

RESPONSIBLE TO:

Lead Nurse Practitioner
ACCOUNTABLE TO:
Senior Partner

JOB SUMMARY:
To be a member of the Practice Nursing and clerical team.  You will provide high quality care to the practice population.  You will be supervised by members of the nursing and medical team, at all times working to your job description and within your capabilities.

MAIN DUTIES AND RESPONSIBILITIES:
To carry out all duties with regard to protocols and guidelines currently in use at the Hastings Hub
•
To provide Health Care Assistant (HCA) services to the practice population. 

•
To be a proactive, enthusiastic member of the Practice Nursing team

•
To work within your own limitations and capabilities.

•
To have an eagerness to strive to develop and continue to support the practice population by offering the best up-to-date care possible

CLINICAL DUTIES:
· Carry out health assessments on newly registered patients as appropriate e.g. testing urine, blood pressure checks, suture removal, heights, weights and taking simple document medical history.

· Report all matters pertaining to patient’s care – changes in condition / circumstances to a relevant member of the Nursing or Medical Team as a matter of priority and ensure that a documented record is kept.

· Ensure that the clinical rooms are at all times kept in a clean and orderly manner and that relevant equipment is ready for use by Nursing and Medical staff during clinic sessions.

· Assist in clinic sessions as directed by members of the Nursing and Medical Staff, ensuring that all equipment is clean and sterilised following clinic sessions.

· Order supplies as directed, ensuring that adequate levels of stock are available in the surgery.  
· Maintain the ‘cold chain’ when drugs are delivered to the surgery.

· Make sure that health promotion materials are available within the surgery ordering new stock when needed.
· Phlebotomy

· Hypertension Clinics e.g. blood pressure checks, weight, urine analysis, lifestyle.

· Simple dressings previously assessed by Nurses or Medical Team.

· Suture removal, where appropriate.

· Giving Influenza, Pneumonia and Vitamin B12 injections.

· Offer additional hours for flu and covid immunisation clinics

GENERAL AND CLERICAL DUTIES:
· Ensure ALL consultations with patients are recorded clearly and accurately and the patient’s diary is updated at each review to administer call and recall systems.
· Making follow up appointments on the computer or making advising the patient as to when the next appointment should be, 

· To function as an integral part of a developing team; taking direction and being a team player
· Attend relevant meetings as required.

· Have knowledge of and act at all times within the boundaries of Health and Safety Legislation and Data Protection Acts.

· Have basic understanding of Equal Opportunities Policy.

· Administer call and recall systems in relation to relevant clinics.

· Active participation in achieving QOF, Enhanced Service targets and recall demands

· To deal with problems as they arise, including liaising with IT or telephone helpdesks, or using the specialist spillage/cleaning packs depending upon the problem and solution required. 

· To work additional hours to cover other members of staff for annual leave and periods of sick or other leave.

· To be prepared to work Saturdays as required.

· To be prepared to work additional hours on an ad hoc basis to complete specific pieces of work, as appropriate. 

· To ensure all appropriate colleagues are aware of any information which needs to be passed from one shift to another. 

· To take part in internal and external training, courses and meetings, as required. 

ADDITTIONAL RESPONSIBILITIES:

· The employer can determine any additional duties that may be required so long as they are commensurate with skills and experience.

· To comply with the following:


a)
Practice Policies and Procedures


b)
Health, safety and fire regulations


c)
Ensure your mandatory training is in date

d)
Be in charge of your annual updates in relation to your PSDs and review with lead nurse practitioner annually or as required for clinical sessions

This is not an exhaustive list of duties and the post holder may be required to undertake any other duties, as required, to meet the needs of the service.

1. Confidentiality: 
· To keep all information on patients, staff and the practice ‘as a business’ strictly confidential. All new staff are required to sign our confidentiality statement: in the course of your employment or associated work with the Practice, you may have access to, see or hear, confidential information concerning the medical or personal affairs of patients, staff or associated healthcare professionals. Unless acting on the instructions of an authorised officer within the practice, on no account should such information be divulged or discussed except in the performance of your normal duties. Breach of confidence, including the improper passing of registered computer data, will result in disciplinary action, which may lead to your dismissal. 
· Disclosures of confidential information or disclosures of any data of a personal nature can result in prosecution for an offence under the Data Protection Act 2018 or an action for civil damages under the same Act in addition to any disciplinary action taken by Practice. 

2. Health & Safety: 
· The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the Practice Health & Safety Policy, to include: 

· Using personal security systems within the workplace according to Practice guidelines 

· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks 

· Making effective use of training to update knowledge and skills 

· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards 

· Reporting potential risks identified 

3. Equality and Diversity: 
· The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include: 

· Acting in a way that recognises the importance of people’s rights, interpreting them in a way that is consistent with Practice procedures and policies, and current legislation 

· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues 

· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights. 

4. Personal/Professional Development: 
· The post-holder will participate in any training programme implemented by the Practice as part of this employment, such training to include: 

· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development 

· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work 

5. Quality: 
· The post-holder will strive to maintain quality within the Practice, and will: 

· Assess own performance and take accountability for own actions, either directly or under supervision 

· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance 

· Work effectively with individuals in other agencies to meet patients’ needs 

· Effectively manage own time, workload and resources 

6. Communication: 
· The post-holder should recognise the importance of effective communication within the team and will strive to: 

· Communicate effectively with other team members 

· Communicate effectively with patients and carers 

· Recognise people’s needs for alternative methods of communication and respond accordingly 

7. Contribution to the Implementation of Services: 
· The post-holder will apply Practice policies, standards and guidance 

Job description Agreement:

This job will be reviewed regularly and may be amended to facilitate the changing         needs of the practice.

I have read the Job Description and agree to it

Job holder’s signature…………………………………
Date………………….......

Line Manager’s signature…………………………….
Date………………………

Person Specification
	Criteria 
	Essential 
	Desirable 

	Knowledge/ Skills 
	· Phlebotomy, basic wound care, removal of sutures/clips, urine testing and reporting

· Basic observations – BP, weight, smoking status

· INR star

· Administering Influenza, Pneumonia, B12 injections

· New Patient Health Checks
· Understanding the need for professional confidentiality 

· Ability to establish and maintain effective relationships  with people at all levels
· Excellent communication skills both verbal and written – including the ability to be sensitive and to extract relevant information from conversations and pass on 

· Good customer service skills 

· Good computer and keyboard skills 

· Use of Microsoft Office, email and Internet 

· Accurate recording skills 

· Ability to deal with difficult people in a professional and appropriate manner 
	· Use of Doppler
· Undertaking diabetic feet checks

· Chronic disease pre-assessments prior to review with PN or GP

· Ability to refer/signpost to other services

· ECGs

	Experience 
	· Dealing with members of the public face to face and on the telephone 

· Experience within a primary care setting or background of community experience
	· Experience of using EMIS Web system

· Experience of working in a GP practice

	Qualifications 
	· GCSE grades A-C including English and Mathematics or equivalent qualification or level of experience 
· NVQ Level 2
· Phlebotomy
	· NVQ Level 3 or equivalent qualification or level of experience 

· 

	Other attributes
	· Ability to use own judgement, resourcefulness and common sense.

· Ability to work closely within a team
· Friendly and approachable

· Interpersonal and team working skills 

· Honesty and integrity 

· Ability to manage a varied and busy workload

· Flexible and collaborative approach including flexibility to work late and weekends if necessary
· Ability to work extra hours and provide holiday cover, especially in the school holidays

· Responsive to and an ability to work in a changing and demanding environment and work under pressure

· Ability to multi-task, prioritise appropriately and organise own workload

· Reliable

· Commitment to own professional development
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