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General Practice Assistant

Job Description & Person Specification

	Job Title
	General Practice Assistant

	Line Manager
	Nurse Manager

	Accountable to
	Practice Manager

	Hours per week
	Part-time (Ideally 28 to 32 hours per week)

	Rate Of Pay
	Depending on experience


	Job Summary

	General Practice Assistants (GPAs), support the smooth running of clinics by performing more routine administration and clinical tasks on behalf of the clinicians, freeing up their time to focus on the patient. 
Their role is to provide high quality services, which includes health and wellbeing promotion and routine clinical tasks meeting the needs of the patients and supporting the delivery of Practice Policies & Procedures. The GP Assistant will work under direct and indirect supervision and perform tasks prescribed and delegated by the GP Partners and Senior Management Team, Nurse Manager and the Senior Pharmacist working to PSDs and agreed protocols, within an evidence base and within defined competencies to meet the needs of patients and the organisation. They will utilise their clinical and health coaching skills to support individuals with low levels of motivation to develop their knowledge, skills and confidence to manage their own health and wellbeing and lead a more fulfilling life.  
This role will be an approach that considers the whole person in addressing existing issues and encourages proactive prevention of new and existing illnesses. There will also be involvement with patients who may need additional support and guidance through certain stages of their primary care journey.

The successful applicant with take an approach that is non-judgmental, based on effective communication and negotiation skills, which supports personal choice and positive risk taking that addresses potential consequences and ensures the individual understands the accountability of their own decisions. 


	Primary Responsibilities

	To work under the guidance of and in conjunction with the Nurse Manager, Practice Manager and GP Lead on the following:-
Health & Wellbeing Responsibilities
· Work towards or have already undertaken HEE’s accreditation programme, aligned to the competency framework, for formal certification of their learning. 
· Coach and motivate patients through multiple sessions to identify their needs, set goals and support them to implement their own health & wellbeing plan.

· Provide personalised support to patients, their families and carers to ensure that they are active participants in their own healthcare; empowering them to take more control in managing their own health & wellbeing, to live independently, and improve their own health outcomes.

· Providing interventions such as self-management education and peer support. 

· Supporting individuals to establish and attain goals set, based on what is important to them.

· Provide additional support to patients who are 'vulnerable' in conjunction with and alongside the Patient Care Coordinator, as necessary.
· Work with people with lower levels of motivation to understand their level of knowledge, skills and confidence (their activation level) when engaging with their own health and wellbeing.
· Explore and support access to personal health budgets, where appropriate, for their care and support.
· Utilise existing IT and MDT channels to screen patients, with an aim to identify those that would benefit from health & wellbeing coaching. 
· Completing basic (non-opinion) forms and core elements of some forms for the GP to approve and sign such as insurance forms, mortgage, benefits agency forms etc.
· To liaise with the Management Team and Care Navigation Team for the dissemination of information internally for staff (notice boards) and for patients within the waiting area and to also provide information on a regular basis to be shared on social media for the benefit of patients.
· Help the GP liaise with outside agencies eg getting an on call doctor on the phone to ask advice or arrange admission while the GP can continue with their consultation(s).
· To recognise priorities when problem-solving and identify deviations from normal pattern and is able to refer to other health and social care professionals when appropriate.
· Ensure that patients are referred to the appropriate healthcare professional for the appropriate level of care within an appropriate period of time eg pathology results, common/minor ailments, acute conditions, long term condition reviews etc.
· Be able to recognise personal limitations and refer to more appropriate colleague(s) when necessary.

Nursing Responsibilities 
Assessment, management and treatment of conditions as delegated and within competencies as follows:
· B12 injections.
· Blood pressure measurement / monitoring (including 24 hour BP and ABPM).
· Carers Assessments and Health Checks.
· Direct health interventions such as BP monitoring, weight management, pre-diabetes, lifestyle advice and immunisations as part of the patient's health plan.

· ECG.
· Height, weight and BMI measurements.
· Hypertension management including management of the home blood pressure monitors (HBPM), averaging of HBPMs and supporting lifestyle changes or signposting for clinical review, diagnosis and treatment.
· Intramuscular injections such as: Pneumococcal, RSV, Shingles, COVID and 'flu immunisations.

· Learning Disability Reviews.

· Long Term Condition reviews.
· NHS Health Checks including the review of cholesterol and lipid test results, QRISK scores and undertake lifestyle or lipid lowering therapy discussions.
· Phlebotomy.

· Responsible for stock ordering, rotation and management of clinical stock from various providers. 

· Support Infection, Prevention and Control within the practice.

· Support the management of clinical supplies such as the emergency trolley, anaphylaxis kits etc. 

· Take pathology samples from patients for analysis (blood, sputum, urine, stool etc).
· Urine testing / analysis.
· Accurately label and document patient samples and submit for collection and analysis.
· Chaperoning duties.
· Handling and disposing of specimens and clinical waste / sharps in accordance with the Practice’s Infection, Prevention and Control policy.
· To access clinical supervision.
· Work towards or have already undertaken relevant training for the above competencies, aligned to the Healthcare Support Worker (HCSW) development framework.

Medicines Management Responsibilities
· To answer and deal with any medicines related queries from Care Navigation and Clinical Administration teams. 

· Carry out medicines optimisation tasks including effective medicine administration (eg checking inhaler technique), supporting medication reviews.

· Support the declined and non-responders' protocol for medicines monitoring and Long Term Condition review management and amend repeat medications as necessary for patient safety.

· Read coding and filing of patient discharge letters and other relevant data from outside agencies. 
· Recording of 'other medications' as prescribed by outside agencies.

· Reviewing Medicines Order Line prescription requests and actioning in line with the Practice Medicines Management policy. 

· Support quality improvement and audit processes for medicines management, monitoring and optimisation as well as review and act on MHRA / CAS alerts. 
· Work with the Care Navigation team in sorting and streaming general prescription requests, so as to allow GPs and clinical pharmacists to review the more clinically complex requests.


	Secondary Responsibilities

	· To attend or present at Practice, Team or Clinical Meetings as necessary.
· Maintain awareness of current evidence-based approaches to patient care and update practice 

      accordingly and in consultation with the team.
· Prioritise own work and work effectively with others to prioritise team and practice workload

· Take responsibility for own development, including maintenance of a personal development plan

      and record of learning, clinical supervision, staff appraisals, revalidation, giving and receiving 

      feedback, performance, management with the support and supervision of qualified staff.
· Undertake regular mandatory training.
· You will be expected to take part in the training programme for any new or role changing staff members as requested by Management.
· Participate in the induction plan for all new staff members as requested by Management

· To support and participate in the development and implementation of practice policies and protocols. 

· To develop effective communication pathways with all members of the practice team. 

· To provide a friendly, happy and positive working environment for both staff and patients

· To work with other members of the team towards the achievement of targets defined in ‘raising standards in primary care’. 

· To undertake as necessary other reasonable duties, with appropriate training. It is important that all members of staff are prepared to undertake additional or relinquish current duties to maintain service delivery to patients. It is expected that requests from the Nursing Team Manager / Partners and Management Team will not be unreasonably refused.
· Obtain a good understanding of SystmOne and understanding of General Practice.

· Actively undertake and participate in relevant audit topics in conjunction with Management Team
· To ensure timely and accurate information is recorded in the electronic medical record ensuring all relevant templates are used.
· Able to follow legal, ethical, professional and organisational policies/procedures and codes of conduct.
· To maintain accurate and contemporaneous patient records and registers in accordance with practice policy.
· To work within personal scopes and competencies at all times.
· Handle function specific information, which may be sensitive, complex or confidential and appropriately recording, transferring and/or coordinating such information in accordance with the Data Protection Act; Caldicott Guidelines and the Confidentiality Code of Conduct.
· Demonstrate ability to work as a member of a team.

· To assist in and perform routine admin tasks related to patient care as directed by Nurse Manager, GPs and the Management Team. 
· Support quality improvement measures and contributing to the Quality and Outcomes Framework and enhanced services.
· Adhering to all relevant policies including infection control and cold chain.
· Track and record evidence of their experience against the national competency framework. 


	Generic Responsibilities

	All staff at have a duty to conform to the following:

Equality, Diversity & Inclusion (ED&I)

A good attitude and positive action towards ED&I create an environment where all individuals are able to achieve their full potential. Creating such an environment is important for three reasons: it improves operational effectiveness, it is morally the right thing to do, and it is required by law.

Patients and their families have the right to be treated fairly and be routinely involved in decisions about their treatment and care. They can expect to be treated with dignity and respect and will not be discriminated against on any grounds including age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation. Patients have a responsibility to treat other patients and our staff with dignity and respect.

Staff have the right to be treated fairly in recruitment and career progression. Staff can expect to work in an environment where diversity is valued, and equality of opportunity is promoted. Staff will not be discriminated against on any grounds including age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation. Staff have a responsibility to ensure that you treat our patients and their colleagues with dignity and respect.

Safety, Health, Environment and Fire (SHEF)

This practice is committed to supporting and promoting opportunities to for staff to maintain their health, well-being and safety. You have a duty to take reasonable care of health and safety at work for you, your team and others, and to cooperate with employers to ensure compliance with health and safety requirements. All personnel are to comply with the Health and Safety at Work Act 1974, Environmental Protection Act 1990, Environment Act 1995, Fire Precautions (workplace) Regulations 1999 and other statutory legislation.  

Confidentiality

This practice is committed to maintaining an outstanding confidential service. Patients entrust and permit us to collect and retain sensitive information relating to their health and other matters, pertaining to their care. They do so in confidence and have a right to expect all staff will respect their privacy and maintain confidentiality at all times. It is essential that if, the legal requirements are to be met and the trust of our patients is to be retained that all staff protect patient information and provide a confidential service. 

Quality & Continuous Improvement (CI)

To preserve and improve the quality of our output, all personnel are required to think not only of what they do, but how they achieve it. By continually re-examining our processes, we will be able to develop and improve the overall effectiveness of the way we work.  The responsibility for this rests with everyone working within the practice to look for opportunities to improve quality and share good practice.
This practice continually strives to improve work processes which deliver health care with improved results across all areas of our service provision. We promote a culture of continuous improvement, where everyone counts and staff are permitted to make suggestions and contributions to improve our service delivery and enhance patient care.  

Induction Training

On arrival at the practice all personnel are to complete a practice induction programme.
Learning and Development

The effective use of training and development is fundamental in ensuring that all staff are equipped with the appropriate skills, knowledge, attitude and competences to perform their role. All staff will be required to partake and complete mandatory training as directed by the training coordinator, as well as participating in the practice training programme.  Staff will also be permitted (subject to approval) to undertake external training courses which will enhance their knowledge and skills, progress their career and ultimately, enable them to improve processes and service delivery.  

Collaborative Working

All staff are to recognise the significance of collaborative working. Teamwork is essential in multidisciplinary environments. Effective communication is essential and all staff must ensure they communicate in a manner which enables the sharing of information in an appropriate manner.

Service Delivery

Staff at Newhall Surgery must adhere to the information contained with practice policies and regional directives, ensuring protocols are adhered to at all times. Staff will be given detailed information during the induction process regarding policy and procedure.    

Security

The security of the practice is the responsibility of all personnel. Staff must ensure they remain vigilant at all times and report any suspicious activity immediately to their line manager. Under no circumstances are staff to share the codes for the door locks to anyone and are to ensure that restricted areas remain effectively secured.

Professional Conduct

At Newhall Surgery, staff are required to dress appropriately for their role. Administrative staff will be provided with a uniform whilst clinical staff must dress in accordance with their role.

Leave

All personnel are entitled to take leave. All staff will be encouraged to take all their leave entitlement.

 


	Person Specification – GP Assistant

	Qualifications
	Essential
	Desirable

	NVQ3 in Care or Care Certificate (or equivalent)
	
	(

	Immunisations & Vaccinations competency
	
	(

	Good standard of education with excellent literacy and numeracy skills
	(
	

	ECDL, Microsoft Office or equivalent experience
	
	(

	Training in motivational coaching and interviewing
	
	(

	Experience
	Essential
	Desirable

	Of working with healthcare professionals either in the NHS or Primary Care
	(
	

	Of working in multi-disciplinary teams under supervision and autonomously
	(
	

	Of working with the general public. Supporting people and their families and carers in a related role.
	(
	

	Of providing and receiving complex, sensitive information
	(
	

	Up to date skills, knowledge and understanding and on-going competence in all aspects of Primary Care
	
	(

	Of SystmOne (or equivalent) Patient Management System
	(
	

	Skills / Knowledge
	Essential
	Desirable

	Competent in basic clinical duties required for the post including phlebotomy, some vaccinations, long term conditions reviews, NHS Health Checks, weight management, blood pressure monitoring etc
	(
	

	Knowledge of when to seek advice and escalate to the appropriate professional for expert help and guidance and understanding of the importance of following procedures and treatment plans
	(
	

	Excellent ICT skills, with experience of using a range of programs and software including SystmOne, Word, Outlook and the internet
	(
	

	Of prescribing and medicines management including medical terminology
	
	(

	Good communication skills, verbal and written, with ability to adjust communication style and content to suit the audience
	(
	

	Personal Qualities
	Essential
	Desirable

	Polite and confident, Flexible and cooperative
	(
	

	Motivated and proactive, ability to use initiative and judgement
	(
	

	Understanding, acceptance and adherence to the need for confidentiality
	(
	

	High levels of integrity and loyalty
	(
	

	Sensitive and empathetic in distressing situations
	(
	

	Ability to work in a busy changing environment and prioritise tasks effectively
	(
	

	Other requirements
	Essential
	Desirable

	Full UK driving licence
	
	(

	Disclosure Barring Service (DBS) check
	(
	

	Commitment to continuing professional development of self and others
	(
	

	Hep B - vaccinated or willing to be vaccinated
	(
	

	An understanding of Health and Safety responsibilities
	(
	

	Flexibility in working hours
	(
	


This document may be amended following consultation with the post holder, to facilitate the development of the role, the practice and the individual. All personnel should be prepared to accept additional, or surrender existing duties, to enable the efficient running of the practice.  
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