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Islip Medical Practice 

 

JOB DESCRIPTION 

 

Job Title:  Dispenser 

Accountable to: Dispensary Manager/Practice Manager 

Supervised by: Dispensary Manager 

Hours of Work: 

 

The Practice Philosophy is: 

• Comprehensive patient-centred care 

 

AIMS OF THE POST: 

 

To provide services which result in the safe and efficient generation of repeat 

prescriptions and dispensary functions, ensuring politeness and willingness to help at 

all times and patient confidentiality in all matters.  To provide a responsive and 

friendly service to patients, whilst maintaining a professional manner at all times.  To 

work as an effective member of the dispensary team and wider practice team, helping 

the Partners and staff to provide the highest possible quality of care to patients. 

 

Good communications are extremely important within the practice, with patients and 

wth outside agencies and the post-holder will be expected to help ensure that everyone 

who comes into contact with it holds the practice in high regard.  Absolute discretion 

is required in protecting patient confidentiality.  The post-holder will be required to 

work flexibly to cover absences of other members of the team. 

 

You will be required to report to the Dispensary Manager for day to day matters and 

to the Practice Manager when urgent/or will not wait for the Dispensary Manager to 

be available. 

 

 

Major duties and responsibilities of the post: 

 

Patients 

1. To deal with patients in a courteous and efficient manner 

2. To deal with repeat prescription request in accordance with the repeat 

prescribing policy.  Ensuring that prescriptions are ready for collection 

within 48 hours. 

3. To ensure that the required patient information is recorded on computer 

(and where necessary in the notes), accurately and promptly. 

4. To answer patient queries on medication, in liaison with the Partners, 

prescribing doctor, or prescribing nurse as appropriate 

5. To dispense accurately medicines and treatments prescribed to eligible 

patients. 

6. To ensure prescription deliveries to agreed sites are maintained, and that 

appropriate records are available for audit. 

7. To provide a dosette box system for patients in agreement with the doctors 

and nurses concerned. 
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Communication 

8. To liaise with community and practice nurses, in order to anticipate and 

respond to the implications of their work for the dispensary 

9. To indicate any queries or changes required to the appropriate GP to 

action. 

10. To develop and maintain effective communication links with the local 

pharmacy 

11. To liaise with other members of the practice team for the supply of patient 

records, and clinical correspondence. 

 

Purchasing, Stock management and claims 

12. To collect and record all relevant charges payable by patients.  To ensure 

the patient fills in the reverse of the prescriptions correctly. 

13. To sort and count the dispensed prescriptions at least once a week in 

preparation for the Dispensary Manager to submit claims. 

14. To ensure dispensary stocks are maintained at the agreed levels, ordering 

from appropriate suppliers at appropriate times. 

15. To carry out regular stock checks, ensuring stock rotation and checking 

expiry dates. 

16. To ensure adequate supplies of the required stationery and leaflets are 

maintained for the dispensary. 

Quality 

17. To take part in practice meetings and ongoing professional development as                             

necessary. 

18.       To abide by the Practice protocols and guidelines for the Practice, and for 

the Dispensary 

19. To ensure that the controlled drugs are dispensed strictly in accordance 

with the Practice guidelines, and that full records are maintained as 

appropriate. 

20. To ensure that drugs are received and stored appropriately, maintaining the 

cold chain where necessary. 

21. To comply with systems for health, safety and security in order to protect 

patients, staff, visitors, premises and stocked drugs. 

 

Record keeping 

22. To ensure that all dispensary records are maintained to a high standard. 

23. To keep adequate and appropriate records to ensure an effective audit trail. 

 

Other 

The list of duties is not exhaustive and the post-holder may be required to carry out 

other duties as necessary.  The role of the Dispenser is likely to change from time to 

time to reflect changes in the needs of the Practice, or developments in the Primary 

Care Trust and wider NHS. 
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Person Specification 

 

 Must have Desirable 

Enjoys working with the public  x 

Friendly and approachable, with good telephone 

skills 

x  

Experienced Dispenser  x 

Qualified Dispenser  x 

If appropriate, willing to undertake distance 

Learning 

x  

Team Person x  

Able to Multitask x  

Able to work desired times and flexible enough to 

work extra occasionally 

x  

Reasonable IT skills x  

Previous experience in a similar role  x 

 

 


