Houghton Close Surgery






JOB DESCRIPTION

JOB TITLE:		HEALTH CARE ASSISTANT

REPORTS TO:	CLINICAL LEAD MANAGER/PRACTICE MANAGERS

HOURS: 		HOURS PER WEEK AS PER CONTRACT

Job Summary

The post-holder is responsible for the delivery of general practice nursing services to the Practice population and providing nursing assistance to clinicians as necessary.  

Responsibilities

· Provide wound care assessment and treatment within sphere of competence and with supervision of Practice Nurses where necessary.
· Perform venepuncture.
· Perform Health Checks to patients identified by the Practice.
· Perform Hypertension reviews.
· Perform ECGs, BP readings and urine testing.
· Deliver ear care to patients within current guidelines.
· Deliver opportunistic health promotion including smoking, diet, exercise and sexual health.
· Participate in annual influenza vaccination programme, administering the vaccine to adults under patient specific direction (PSDs) as directed by the lead GP.
· Assist clinicians in minor surgery/procedures including coil fits.
· Prioritise workload and intervene appropriately to treat emergency situations.
· Apply infection control measures in accordance with local and national guidelines
· Ensure stock levels of medical supplies and drugs are rotated and maintained to agreed levels.
· Document data on computer system using READ codes to ensure accurate retrieval of information for monitoring and audit purposes.
· Document all telephone and surgery consultations according to Practice policy.
· Ordering of all medical supplies and maintains stock control.
· Arrange annual equipment check with service supplier and all staff within the Practice.
· Clinical administration.




Training and Personal Development

Personal development is encouraged by the Practice and training needs will be assessed and monitored at individual annual appraisals. It is the individuals’ responsibility to remain up to date with current changes in health care and new developments, particularly those relevant to the role. 

The post-holder must undertake mandatory training according to Practice policy.

Team Working

The post-holder will work in close contact with other nursing colleagues.

It is the individuals’ responsibility to attend regular nurse and Clinical Governance Meetings to discuss and implement changes and to keep abreast of developments within the Practice and the locality.

It is also essential that the post-holder is able to work closely with other teams within the Practice – dispensary, reception and administration staff, plus any external agencies such as counsellors, midwives and district nurses.

The post-holder needs to prioritise their own workload and ensure effective time management.

Person specification

	COMPETENCIES AND EXPERIENCE
	ESSENTIAL
	DESIRABLE

	Competencies:
	
	

	Effective communications
	X
	

	Self motivated
	X
	

	Planning and organising
	X
	

	Prioritising own workload
	X
	

	Be confident in lone working  
	X
	

	Working under pressure and to time constraints
	X
	

	NVQ Level 2/3
	
	X

	
	
	

	Experience:
	
	

	Experience with SystmOne
	
	X

	
	
	



Supplementary Information

Confidentiality:

· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters.  They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately.
· In the performance of the duties outlined in this job description, the post-holder may have access to confidential information relating to patients and their carers, Practice staff and other healthcare workers.  They may also have access to information relating to the Practice as a business organisation.   All such information from any source is to be regarded as strictly confidential.
· Information relating to patients, carers, colleagues, other healthcare workers to the business of the Practice may only be divulged to authorised persons in accordance with the Practice policies and procedures relating to confidentiality and the protection of personal and sensitive data.
· All staff are required to maintain complete confidentiality as a condition of employment.  Any breach of this requirement will lead to disciplinary action.

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.

All staff must be aware of the responsibilities placed on them under the Health & Safety at Work Act and 1992 EC Directive on Working with Visual Display Screen Equipment.

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 and non-judgmental to an individual and respects their circumstances, feelings, priorities and rights.




Quality:

The post-holder will strive to maintain quality within the Practice and will:-

· Alert other team members to issues of quality and risk.
· 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, work and resources.

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.

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.

