
	Job Title
	Dispenser (Development Role)

	Line Manager
	Dispensary Lead

	Accountable to
	Practice Managers/Partners

	Hours per week
	

	Location
	Prince of Wales, Portesham Branch, DT3 4NS



	Job Summary

	
A As a Dispenser at Prince of Wales Surgery, you will play a key role in the safe, efficient, and patient-centred running of the dispensary. You will be responsible for the preparation, dispensing, and supply of prescriptions, stock management, and maintaining accurate patient and financial records.
This is a development role: in addition to core dispensing duties, you will receive structured support to develop leadership skills, mentor junior colleagues, and contribute to continuous improvement within the dispensary. 
The successful candidate will hold a Pharmacy Technician qualification.
The role requires excellent attention to detail, organisational ability, strong communication skills, and a willingness to embrace professional development.


	Division of Responsibilities

	1. Dispensing, stock management, patient services – 80%
2. Leadership development, process improvement, team support – 20%

	80%
20%

	Main Duties

	Dispensing and Patient Services
· Accurately dispense acute and repeat prescriptions in line with practice protocols and legal requirements.
· Issue prescriptions and collect patient charges or verify exemptions.
· Provide advice and support to patients on prescription queries, referring to GPs or pharmacists as required.
· Handle controlled drugs in line with legislation and practice policy.
· Ensure safe disposal of pharmaceutical waste.
· Maintain accurate records of dispensing transactions.
Stock Management
· Manage stock levels, including ordering, rotation, checking deliveries, and removing expired items.
· Ensure drugs are received, stored, and refrigerated correctly with accurate temperature monitoring.
· Liaise with suppliers and support invoice reconciliation.
Leadership Development
· Take on delegated leadership responsibilities, such as mentoring junior staff, supporting training, and assisting with rota cover.
· Contribute to updating Standard Operating Procedures (SOPs).
· Attend training and leadership development sessions as agreed with your line manager.
· Participate in quality improvement initiatives within the dispensary.
Professional Development
· Undertake mandatory training and CPD.
· Participate in annual appraisal and performance reviews.
Other Responsibilities
· Uphold patient confidentiality at all times.
· Promote health & safety, infection control, equality and diversity in line with practice policies.
· Communicate effectively with colleagues, patients, and other healthcare professionals.
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PERSON SPECIFICATION
	
	ESSENTIAL
	DESIRABLE

	Education/
Qualifications
	· NVQ Level 2 in Pharmacy Services (or equivalent)
· GCSE Maths and English (Grade C/4 or above)
· Willingness to undertake Pharmacy Technician qualification if not already held
· Pharmacy Technician qualification (NVQ Level 3)

	· Evidence of leadership training/CPD

	
	
	

	Previous Experience
	· Experience of working in a dispensary or pharmacy
· Experience of dealing with the public in a healthcare setting
	· Experience of GP Practice dispensary
· Experience of staff supervision or training

	
	
	

	Skills/Knowledge/
Ability
	· Accurate dispensing and record-keeping skills
· Strong communication and interpersonal skills
· Ability to work effectively under pressure
· Understanding of confidentiality and data protection

	· Knowledge of SystmOne
· Understanding of NHS prescription systems and drug tariff
· IT skills – MS Office, email
· Stock Management and Ordering experience

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Personal Qualities
	· Reliable, professional and adaptable
· Commitment to professional development
· Team player with ability to work independently 
	· Forward thinking, innovative
· Demonstrated leadership potential
· Motivated to develop into leadership role

	
	· Attention to detail and accuracy
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