
 

Feb 2014 

 

 
JOB TITLE:                     Dispensary Supervisor 

 

RESPONSIBLE FOR:      Dispensers 

 

REPORTS TO:                 Operations Manager 
 
HOURS: 37 hours per week (over 5 days)  
 

  

 
Job Summary: 
 
To be oversee the running of the Dispensary and Prescription Ordering services in Llanfyllin, 
supporting branch sites to deliver an efficient professional and caring service to patients 
across all sites. 
 

Main Duties/Key Tasks: 
 
Supervisor Duties 

 

 To oversee the day to day running of the Dispensary in Llanfyllin and to monitor the 
delivery of dispensary services across all sites to ensure that systems are delivered in 
accordance with Standard Operation process. 
 

 To supervise, co-ordinate, support, motivate, train and guide the dispensary team on a 
daily basis.    

 

 To develop, implement and deliver training for new and existing dispensers in conjunction 
with the Operations Lead and Medicines Management Team. To maximise  the teams 
understanding of their roles and the Practices day to day functions 

  

 To be support the completion and submission of weekly/month financial reports, 
prescriptions and vaccine submissions, and DSQS process. 

 

 To support the completion of the DSQS (Dispensing Services Quality Scheme) and 
competencies for the dispensing team, ensuring that the practice meets all external 
requirements.  

 

 To review, oversee and ensure repeat medication ordering and query processes are in 
place and adhered to by all team members. 

 

 To oversee/assist with the issuing of palliative care medication and the completion of 
quarterly returns.  

 



 

Feb 2014 

 To oversee and ensure that daily, weekly, monthly stock control processes and systems 
are in place. 

 

 To work closely with the management team to develop, implement and conduct regular 
competency assessments of dispensers. 

 

 To oversee and champion the ‘Near Miss & Significant event’ reporting system, identifying 
individual team training needs and collating information on a weekly/monthly basis 
ensuring reports are discussed with supervisory/management team.  

 

 To assist and support the Operations lead and Reception Senior with the day to day 
delivery of all practice front line dispensary and reception services. 

 

 To oversee the daily dispensary IT system at Llanfyllin, liaising with NWIS to ensure the 
robustness of the system and solving any issues that may arise. 

 

 To assist with the development, implementation and management of 
Reception/dispensary team rota on a daily/weekly/monthly basis. 
 

 To assist Pharmacist and Clinical Pharmacy lead with reviewing, updating and 
implementing of all Standard Operating Procedures for the Dispensary processes. 

 
 To assist Operations lead and Supervisors with annual appraisals for dispensary team 

members. 
 

 To ensure all dispensary team members comply with the local confidentiality procedures 
and Data Protection Act. 

 

 Working with Operations lead, Medicines Management and Clinical leads assist with the 
implementation and coordination of all dispensary patient information, including health 
promotion campaigns both in practice and electronically (i.e. website) across all sites. 

 

 Working with the management team implement and maintain safe systems of work 
through the completion of risk assessments, Accident and incident reporting, DSE 
assessments, COSHH,  and Fire Safety. 

 

 To have an understanding of the requirements of GP Contract/ DES specifications and 
Clinical Governance, to ensure that the Dispensary team are contributing to the Practice 
achieving maximum income where possible at all times. 

 
 
Day to day dispensary: 
 

 Checking and dispensing medication as per prescription and SOP 
 Processing of authorised repeat prescriptions whether in writing, in person or by 

telephone, and process in an accurate and timely manner. 
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 Ensure all repeat prescription forms are signed by the doctors and sorted accurately on 
a  daily basis. 

 Ensure that any problems or queries regarding repeat prescribing are brought to the 
attention of the appropriate doctor and that follow-up action is taken to resolve such 
matters. 

 To follow Standard Operating Procedures (SOPs) at all times. 
 Ensure that the daily drug order to the wholesaler is processed and that it is received 

correctly. 

 Perform face-to-face Dispensing Reviews and Use of Medicines (DRUM’s) with 
appropriate patients on an on-going basis. 

 Monitor and manage stock levels, and routinely organise out of date stock checks. 
 Ensuring all daily, weekly, monthly tasks are performed as detailed. 
 Fully observe legal requirements relevant to a dispensing Practice, including HA 

regulations and controlled drugs 
 To carry out audits as required  
 Co-ordinate the dispensary delivery service 

 Ensure that all drug safety alerts and notices are acted upon 
 To update doctors medicine bags as needed 
 

Confidentiality: 
 

 In the course of seeking treatment, patients entrust us with, or allow us to gather, 
sensitive information in relation to their health and other matters.   They do so in 
confidence and have the right to expect that staff will respect their privacy and act 
appropriately 

 In the performance of the duties outlined in this Job Description, the post-holder may 
have access to confidential information relating to patients and their carers, practice 
staff and other healthcare workers.  They may also have access to information relating 
to the practice as a business organisation.  All such information from any source is to 
be regarded as strictly confidential 

 Information relating to patients, carers, colleagues, other healthcare workers or the 
business of the practice may only be divulged to authorised persons in accordance 
with the practice policies and procedures relating to confidentiality and the protection 
of personal and sensitive data. 

 
Health & Safety: 
 
The post-holder will assist in promoting and maintaining their own and others’ health, safety 
and security as defined in the practice Health & Safety Policy, to include: 

 

 Using personal security systems within the workplace according to practice guidelines 
 Identifying the risks involved in work activities and undertaking such activities in a way 

that manages those risks 

 Making effective use of training to update knowledge and skills 
 Using appropriate infection control procedures, maintaining work areas in a tidy and 

safe way and free from hazards 
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 Reporting potential risks identified. 
 
 
 
 
 
Equality and Diversity: 
 
The post-holder will support the equality, diversity and rights of patients, carers and 
colleagues, to include: 
 

 Acting in a way that recognizes the importance of people’s rights, interpreting them in 
a way that is consistent with practice procedures and policies, and current legislation 

 Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues 
 Behaving in a manner which is welcoming to and of the individual, is non-judgmental 

and respects their circumstances, feelings priorities and rights. 
 
Personal/Professional Development: 
 
The post-holder will participate in any training programme implemented by the practice as 
part of this employment, such training to include: 

 

 Participation in an annual individual performance review, including taking responsibility 
for maintaining a record of own personal and/or professional development 

 Taking responsibility for own development, learning and performance and 
demonstrating skills and activities to others who are undertaking similar work. 

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

 Alert other team members to issues of quality and 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’s performance 
 Work effectively with individuals in other agencies to meet patients needs 
 Effectively manage own time, workload and resources. 
 

Communication: 
 
The post-holder should recognize the importance of effective communication within the team 
and will strive to: 

 

 Communicate effectively with other team members 
 Communicate effectively with patients and carers 
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 Recognize people’s needs for alternative methods of communication and respond 
accordingly. 

 
 
 
 
Contribution to the Implementation of Services: 
 
The post-holder will: 
 

 Apply practice policies, standards and guidance 
 Discuss with other members of the team how the policies, standards and guidelines 

will affect own work 

 Participate in audit where appropriate. 
 
 
 
_________________________________________________________________ 
 
 
 
 
Confidentiality: 
 

 In the course of seeking treatment, patients entrust us with, or allow us to gather, 
sensitive information in relation to their health and other matters.   They do so in 
confidence and have the right to expect that staff will respect their privacy and act 
appropriately 

 In the performance of the duties outlined in this Job Description, the post-holder may 
have access to confidential information relating to patients and their carers, Practice 
staff and other healthcare workers.  They may also have access to information relating 
to the Practice as a business organisation.  All such information from any source is to 
be regarded as strictly confidential 

 Information relating to patients, carers, colleagues, other healthcare workers or the 
business of the Practice may only be divulged to authorised persons in accordance 
with the Practice policies and procedures relating to confidentiality and the protection 
of personal and sensitive data 

 
Health & Safety: 
 
The post-holder will assist in promoting and maintaining their own and others’ health, safety 
and security as defined in the Practice Health & Safety Policy, to include: 

 

 Using personal security systems within the workplace according to Practice guidelines 
 Identifying the risks involved in work activities and undertaking such activities in a way 

that manages those risks 
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 Making effective use of training to update knowledge and skills 

 Using appropriate infection control procedures, maintaining work areas in a tidy and 
safe way and free from hazards 

 Reporting potential risks identified 
 
Equality and Diversity: 
 
The post-holder will support the equality, diversity and rights of patients, carers and 
colleagues, to include: 
 

 Acting in a way that recognizes the importance of people’s rights, interpreting them in 
a way that is consistent with Practice procedures and policies, and current legislation 

 Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues 
 Behaving in a manner which is welcoming to and of the individual, is non-judgmental 

and respects their circumstances, feelings priorities and rights. 
 
Personal/Professional Development: 
 
The post-holder will participate in any training programme implemented by the Practice as 
part of this employment, such training to include: 

 

 Participation in an annual individual performance review, including taking responsibility 
for maintaining a record of own personal and/or professional development 

 Taking responsibility for own development, learning and performance and 
demonstrating skills and activities to others who are undertaking similar work 

 
Quality: 
 
The post-holder will strive to maintain quality within the Practice, and will: 
 

 Alert other team members to issues of quality and 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’s performance 

 Work effectively with individuals in other agencies to meet patients needs 

 Effectively manage own time, workload and resources 
 

Communication: 
 
The post-holder should recognize the importance of effective communication within the team 
and will strive to: 

 

 Communicate effectively with other team members 
 Communicate effectively with patients and carers 



 

Feb 2014 

 Recognize people’s needs for alternative methods of communication and respond 
accordingly 

 
 

 


