JOB DESCRIPTION 
HEALTH CARE ASSISTANT

JOB TITLE:
 

Health Care Assistant
ACCOUNTABLE TO:
GP/Practice Manager

RESPONSIBLE FOR:
Self
LOCATION:
Broughshane Medical Practice, 76 Main Street, Broughshane, BT42 4JA

ROLE AND ACTIVITIES

Operational/Clinical

Health Checks – New and review completing all necessary paperwork

ECG Recording.
Processing and management of laboratory samples requested by GPs / Nurses.
Phlebotomy – Collect blood samples from patients in accordance with practice protocols – samples of venous blood should be safely obtained, labelled, packaged and prepared for transportation to the appropriate laboratory.
The basic principles for this procedure –

The phlebotomist should be aware of the physical and psychological comfort of the patient, adhere to the safe practice for self and patient.
Adhere to an aseptic technique when using either the Anti-coagulation Machine or taking venous samples.
Order and maintain stocks of phlebotomy consumables including equipment for the anti-coagulation machine.
Assist in development and maintenance of protocols.
Assist in audit with preparation of statistics as requested.
Prepare and manage clinics for INR and Near Patient Testing.
Follow up practice notes and recall patients using diary dates.
The phlebotomist should liaise with senior staff should they encounter any problems with Patients or equipment.

Vaccine / cold chain storage, monitoring and recording re-stocking and stock rotation

Surgical equipment, recording re-stocking and stock rotation.
Re-stocking consulting rooms.
Preparation before and after of the clinical environment and equipment and assisting GPs during surgical procedures.
Provision of dressings and follow-up aftercare.
Undertaking specific clinical activities for named patients that have been delegated and taught specifically in relation to that individual – Obesity Clinics, Smoking Cessation & BP monitoring. Providing lifestyle information and making any necessary referrals within the Practice, raising awareness of health and wellbeing.
Urinalysis

Ensure the clinical waste collection runs smoothly, sharps bins are ready for collection reporting any problems which may arise.
Chaperoning Duties.
Training and Development

Participate in any training programme implemented by the practice as part of this employment, such training to include:

Participate in the Practice’s Appraisal scheme taking responsibility for maintaining a record of own personal and or professional development. 

Demonstrating skills and activities to others who are undertaking similar work.

Use the internet/email to keep abreast of developments with the RAT programme and self-development sharing information with colleagues.

Quality

The post holder will strive to maintain quality within the practice, and will 

Alert other team members to issues of quality & 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.

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

Effectively manage own time, workload and resources.

IM & T

Enter details of all clinical procedures into patient’s computer medical record

Update the software for RAT as and when it becomes available.

Liaison with medical staff

        GPs/ Nurses/ Other PHCT members (internal)

Liaison with administrative staff
         Practice Manager/Supervisor and Admin staff 

This Job Description will be subject to review in the light of changing circumstances as is not intended to be rigid or inflexible, but should be regarded as providing guidelines within which the individual works. Other duties, of a similar nature and appropriate to the position may be assigned from time to time.

PAGE  
2
HCA Job Description
HCA2022

