
Job Description - Health Care Assistant

	JOB TITLE:
	HEALTH CARE ASSISTANT

	RESPONSIBLE TO:
	Clinical Administrator

	RESPONSIBLE FOR:
	N/A

	JOB PURPOSE:
	· To work as part of the clinical team, providing nursing support to the Practice Nurse and General Practitioners to ensure the efficient and effective provision of the full range of nursing services to the patients of the practice.


	MAIN DUTIES AND RESPONSIBILITIES

	1.
	To take blood pressure readings using the electronic blood pressure monitor as per instruction and training from Practice Nurse and General Practitioners.  To relay the results to a member of the clinical team for review and action.  Document such results on the computer system via relevant templates.

	2.
	Undertake ECG and Doppler Studies.  Ensure that the results are passed to a member of the clinical team for review and action.  Document such results on the computer system via relevant templates – when trained to undertake these procedures

	3
	To ensure patient contact details are checked at every consultation especially when investigations are carried out and follow up appointments are made.

	4 
	When assisting a clinician to ensure medical records are checked for outstanding chronic disease checks and monitoring and make an appointment or complete the required checks when waitng for the clinician according to practice protocols. This includes any outstanding immunisation, cervical smears and blood test monitoring. To check with patient which medicines they are taking regularly for long term conditions and alert clinician to any they are not taking to help conduct a medication review.

	5.
	When assisting clinicians to take a history of presenting problems and carry out basic checks required at each consultation as set out in the assisting clinician protocol including BP, Pulse, Temp, Pulse oximetry, weight, urine test, peak flow reading, etc. depending on the presenting problem.

	6.
	To conduct Health Checks and give advise for healthy living/ health promotion to patients.

	7.
	To conduct New Patient Medicals and make sure all newly registered patients with chronic conditions are added to the disease registers.

	8.
	Carry out thyroid disease Checks / epilepsy checks / blood pressure /asthma / COPD, pill checks (under 35) according to protocols

	9.
	The testing and result recording of clinical specimens.

	10.
	Taking photographs of patient’s medical conditions, scanning consent and downloading them onto computer records

	11.
	Issuing repeat prescriptions as requested.  Ensure safe management of patient drug usage and query with doctor any discrepancies on prescription ordering.  Ensure dosage instructions are included on prescriptions.  

	12.
	To comply with practice clinical protocols and procedures at all times.

	13.
	To comply with practice Health & Safety protocols and procedures.

	14.
	Summarising of patient’s medical records.

	15.
	Administration of Chronic Disease Management review appointments.

	16.
	Action EDI’s (electronic pathology results) as requested by clinical staff

	17.
	Action incoming post – diagnosis on screen / data entry as requested by clinicians

	18.
	Create mail-merge letters for acute admissions. Complete audio typing tasks in a timely manner.

	19.
	Work safely at all times in accordance with Legislative requirements and Practice Policy and Procedures.


	20.
	To assist Doctors and nurses in the clinical rooms and with administrative work. Working under the guidance of a nurse or doctor. 
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