Dispenser Job Description 


Job Title: Dispenser (GP Surgery)
Job Summary:
The Dispenser is responsible for the safe, accurate, and efficient preparation, dispensing, and supply of prescribed medicines to patients in line with practice policies, legal requirements, and professional standards. The role also involves providing advice on medication use, maintaining stock control, and supporting the smooth running of the dispensary. The job holder is required to have a thorough knowledge of all practice procedures and to work in accordance with written protocols, always adhering to patient confidentiality.
Key Responsibilities:
· Prescription Processing:
· Receive, check, and dispense prescriptions accurately.
· Ensure compliance with current legislation and practice protocols.
· Label medicines clearly with correct instructions.
· Patient Interaction and communication: 
· Always maintain patient confidentiality.
· Provide a friendly, professional service to patients.
· Offer guidance on correct medicine usage and potential side effects (within competence).
· Handle queries and liaise with GPs, nurses, and any other health professional as needed.
· Process repeats prescriptions and liase with the clinical team to resolve any prescribing issues
· Stock Management and record keeping:
· Order, check, and store medicines appropriately.
· Monitor expiry dates and rotate stock.
· Maintain accurate records of controlled drugs in accordance with regulations.
· Deal with out-of-stock medication and communicate with GPs regarding this.
· Record and report any untoward incidents as per the surgery protocols.
· Keep dispensary records up to date for audits and inspections.

Skills & Attributes:
· NVQ Level 2 or 3 in Pharmacy Services (or equivalent) preferred.
· Strong attention to detail and accuracy.
· Excellent communication and customer service skills.
· Ability to work under pressure and as part of a team.
· Good IT skills for prescription and stock systems.
· Engage with personal development and the CPM process.
· Attend practice meetings and training sessions and complete all mandatory training.
Working Relationships:
· Reports to: Practice Manager / Dispensary Manager
· Works closely with all the Surgery Team and external suppliers.


