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Job summary
We are looking for an experienced HCA with a Level 3 Health and Social Care qualification, or equivalent. Previous experience is essential.
Job summary:
To assist medical personnel in the care of practice patients, to include treatment, preventative care, screening and patient education. The post will also include some administrative duties.
A uniform and name badge must be worn at all times, which will be supplied by the Practice.
They will act as a focal point of communication between patients, doctors, nurses and other members of the primary health care team.
To undertake all duties in line with the training and instruction provided by the Nurses, Nurse Practitioner and General Practitioners

Main duties of the job
Duties and responsibilities:
BP monitoring Urinalysis
· Phlebotomy
· ECG
· BM checks
· NHS health checks
· Over 75 health checks
· Chaperone
· Basic wound care including removal of sutures/clips
· Ear Irrigation
· CVD & Hypertension management (HBPM/CVD calculations)
· Vaccine/cold chain storage, monitoring and recording
· Stock check and ordering
· Diabetic baseline checks including foot checks pre nurse appointment
· Provide lifestyle advice to patients making any necessary referrals within the practice, weight monitoring
· Ensure specimens are labelled and bagged ready for collection with the necessary paperwork completed
· Ensure clinical waste collection runs smoothly
· Ensure sharps bins are ready for collection

· Restocking of clinical areas and consulting rooms
· Preparing and maintaining environments and equipment before, during and after patient care interventions, including assisting GPs/Nurses during the performance of minor procedures
· Undertaking specific clinical activities for named patients that have been delegated and taught specifically in relation to that individual

About us
Our team consists of GPs, Nurse Practitioners, Nurses and HCAs who are supported by reception, admin and the management.
We are a friendly, hardworking team who strive to provide an exceptional service to our patients.

Job description
Job responsibilities
Job summary:
To assist medical personnel in the care of practice patients, to include treatment, preventative care, screening and patient education. The post will also include some administrative duties.
A uniform and name badge must be worn at all times, which will be supplied by the Practice.
They will act as a focal point of communication between patients, doctors, nurses and other members of the primary health care team.
To undertake all duties in line with the training and instruction provided by the Nurses, Nurse Practitioner and General Practitioners

Person Specification
Experience
Essential
· Previous GP practice preferrable
Qualifications
Essential
· Qualified to NVQ level 3 in Health and Social Care
Disclosure and Barring Service Check
This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975 and as such it will be necessary for a submission for Disclosure to be

made to the Disclosure and Barring Service (formerly known as CRB) to check for any previous criminal convictions.
Employer details
Employer name
Croft Medical Centre

Address
1 Pomeroy Way Birmingham 837 7WB

Employer's website
https://craigcroftmedicalcentre.co.uk/ (Link: https://craigcroftmedicalcentre.co.uk/)
For help with your application, contact:
Sue Rogers
sue.rogers3@nhs.net (Link: mai1to:sue.rogers3@nhs.net)




 (
Date posted
30 September 2021
Pay scheme
Other
Salary
Negotiable
Contract
Permanent
Working pattern
Full-time
Reference number
A0761-21-2068
Job locations
1 Pomeroy Way Birmingham B37
 
7WB
)


Supporting documents
Healthcare assistant Job Description - NEW.doc

If there•s technical issues with the website, contact:
Email:
nhsbsa.nhsjobs@nhsbsa.nhs.uk (Link: mailto:nhsbsa.nhsjobs@nhsbsa.nhs.uk) Telephone:
0300 330 1013
Outside UK:
+44 300 330 1013
Opening times:
Monday to Friday: 8am to 6pm Saturday: 9am to 3pm
Closed Bank Holidays including Easter Sunday, Christmas Day, Boxing Day and
New Year's Day.



CROFT MEDICAL CENTRE 
  
JOB DESCRIPTION 
  
  
JOB TITLE: HEALTHCARE ASSISTANT 
  
REPORTS TO: LEAD HCA/NURSE LEAD/PRACTICE MANAGER   
  
HOURS:                                As per contract 
  
  
Job summary: 
  
· To assist medical personnel in the care of practice patients, to include treatment, preventative care, screening and patient education. The post will also include some administrative duties. 
· A uniform and name badge must be worn at all times, which will be supplied by the Practice. 
· They will act as a focal point of communication between patients, doctors, nurses and other members of the primary health care team. 
· To undertake all duties in line with the training and instruction provided by the Nurses, Nurse Practitioner and General Practitioners 
  
  
Duties and responsibilities: 
  
1. Nursing 
  
· BP monitoring 
· Urinalysis 
· Phlebotomy 
· ECG 
· INR 
· BM checks 
· NHS health checks 
· Over 75 health checks 
· Chaperone 
· Basic wound care including removal of sutures/clips 
· Ear Irrigation 
· CVD & Hypertension management (HBPM/CVD calculations) 
· Vaccine/cold chain storage, monitoring and recording 
· Minor surgery – stock check 
· Stock ordering  - needles/syringes 
· Diabetic baseline checks including foot checks pre nurse appointment 
· Provide lifestyle advice to patients making any necessary referrals within the practice  
· Weight monitoring 
· Ensure specimens are labelled and bagged ready for collection with the necessary paperwork completed 
· Ensure clinical waste collection runs smoothly, reporting any problems to the nurse manager 
· Ensure sharps bins are ready for collection 
· Restocking/maintenance of equipment 
· Restocking of clinical areas and consulting rooms 
· Acknowledge responsibilities and report any changes in the condition and/or circumstances of patients to a clinician 
· Preparing and maintaining environments and equipment before, during and after patient care interventions, including assisting GPs/Nurses during the performance of minor procedures 
· Undertaking specific clinical activities for named patients that have been delegated and taught specifically in relation to that individual 
· Helping to raise awareness of health and well-being and how it can be promoted 
· Assisting with the collection and collation of data on needs related to health and well-being  
  
  
2. Administration and professional responsibilities 
  
· Participate in the administrative and professional responsibilities of the practice team 
· Ensure accurate and legible notes of all consultations and treatments are recorded in the patient’s notes 
· Ensure the clinical computer system is kept up to date with accurate details recorded 
· Ensure appropriate items of service claims (clinical codes relating to payment) are made accurately, reporting any problems to the practice administrator 
· Ensure accurate completion of all necessary documentation associated with patient health care and registration with the practice 
· Ensure collection and maintenance of statistical information required for regular and ad hoc reports 
· Attend and participate in nurse/practice meetings as required 
· Assist in formulation of practice philosophy, strategy and policy 
· To create and send recall letters for clinics 
· To assist in seasonal and special projects as requested e.g. flu campaign 
· Ordering and display of health promotion materials  
· Professional development - to undertake relevant activities to meet the training objectives identified with your team leader. 
· Ensure mandatory training is kept up to date and keep a record or your training and clinical development activities (update training spreadsheet/GPTeamNet) 
· The checking and recording of medical supplies on receipt – dispatch/invoice notes to be given to Practice Business Manager. 
  
  
  
  
1. Management of appointment system 
  
· Ensure total familiarity with all appointment systems, including regular and incidental variations 
· Book appointments and recalls, ensuring sufficient information is recorded to enable retrieval of the medical record 
· Monitor flow of patients into the waiting room, ensuring the appointment system accurately reflects the arrival of patients 
· Monitor effectiveness of the system and report any problems or variations to the senior receptionist 
  
  
2. Any other delegated duties considered appropriate to the post 
  
SPECIAL REQUIREMENTS FOR THE POST 
  
· An understanding, acceptance and adherence to the need for strict confidentiality 
· An ability to use own judgement, resourcefulness, common sense and local knowledge, to respond to patients’ enquiries and requests while adhering to practice limitations 
· An understanding and acceptance of own capabilities and awareness of own limitations 
· Ability to work without direct supervision and determine own workload priorities 
· Basic keyboard and computer skills 
· Flexibility of working hours 
· Excellent communication skills. 
  
  
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 implement and lead on a full range of promotion and management their own and others’ health and safety and infection control as defined in the practice Health & Safety policy, the practice Health & Safety manual, and the practice Infection Control policy and published procedures. This will include (but will not be limited to): 
  
· Using personal security systems within the workplace according to practice guidelines 
· Awareness of national standards of infection control and cleanliness and regulatory / contractual / professional requirements, and good practice guidelines 
· Responsible for the correct and safe management of the specimens process, including collection, labelling, handling, use of correct and clean containers, storage and transport arrangements 
· Active observation of current working practices across the practice in relation to infection control, cleanliness and related activities, ensuring that procedures are followed and weaknesses / training needs are identified, escalating issues as appropriate   
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks across clinical and patient process 
· Making effective use of training to update knowledge and skills 
· Monitoring practice facilities and equipment in relation to infection control, ensuring that provision of hand cleansing facilities, wipes etc are sufficient to ensure a good clinical working environment. Lack of facilities to be escalated as appropriate. 
· Safe management of sharps procedures including training, use, storage and disposal  
· Using appropriate infection control procedures, maintaining work areas in a tidy, clean and sterile, and safe way, free from hazards. Initiation of remedial / corrective action where needed or escalation to responsible management 
· Actively identifying, reporting, and correction of health and safety hazards and infection hazards immediately when recognised 
· Keeping own work areas and general / patient areas generally clean, sterile, identifying issues and hazards / risks in relation to other work areas within the business, and assuming responsibility in the maintenance of general standards of cleanliness across the business in consultation (where appropriate) with other sector managers  
· Undertaking periodic infection control training as per Bluestream Training 
· Routine management of own team / team areas, and maintenance of work space standards 
· Waste management including collection, handling, segregation, container management, storage and collection 
· Spillage control procedures, management and training 
· Decontamination control procedures, management and training, and equipment maintenance 
· Maintenance of sterile environments (minor surgery/LARCS support) 
· Demonstrate due regard for safeguarding and promoting the welfare of children. 
  
  
  
  
  
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 that 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 
· 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 
  
 
 










































	NOREEN AKHTAR 
	 


	
[image: ] Profile 
I am an experienced and passionate care worker with personal and 
professional experience gained over a number of years. Having worked with families, supported parents, and arranged play groups for young children. On
 a personal note, I cared for my late daughter who had medical needs throughout her life. I was trained to check and monitor her NG tube. I 
managed medication alterations and ensured that the correct doses were administered. I attended meetings with medical professionals and also, supported other parents who were facing difficult and challenging circumstances. 

	
Details 
Mobile: 07890386275 
Email: romaysamikhial@aol.com 
Skills & Competencies 
	Ability to Work Under Pressure 

	Excellent communication skills 

	Team player 

	Meticulous 

	Discreet 

	Ability to multitask 

	Organised 

	Flexible 

	IT literate 

	Self -starter 

	Trustworthy 


 
Languages 
	English 

	Urdu 

	Punjabi 

	Mirpuri 

	Hindi 


 
Hobbies 
	Watching movies 

	Listening to music 

	Travelling 

	Reading 


 

	[image: ]  Employment History 
Support Worker at Home Start, Birmingham 
September 2019 — Present 
The organization I work for helps and supports vulnerable families. My job is
to support one family at a time, and I have to engage with them in order to establish what support they need and then assist in ensuring that they can be guided to the correct places in order to get access to various services as required. 
Charity Work Representative at Acorns, Birmingham 
June 2018 — Present 
I arrange and participate in various charity events raising money for and awareness of Acorns Selly Oak Hospice and the great work that they do. This
 is none paid voluntary work. 
Pre-school Leader at Birmingham city council, Birmingham 
May 2007 — July 2010 
I led a child stay and play group for young children. Created and 
implemented play session plans which were engaging and interactive. I also arranged adult learning classes for literacy and numeracy and worked 
alongside other professionals within Birmingham City Council pre-school 
Team.
 Parent Partnership Worker at Birmingham city council, Birmingham 
February 2004 — August 2004 
My role was to approach parents and grandparents of children who attended Welford Primary School to encourage then come to the community room 
which was based on school site. This was so that could undertake courses, 
i.e., ESOL, literacy, numeracy. The objective was to build their confidence and self-esteem and get them socializing with other people while learning something new.  











	


 
 
 
      [image: ]  Education 
HND Level 4 in Health and Social Care, University Wales Trinity Saint David, Birmingham - January 2021 — at present 
Employability Skills Entry Level 3, Eagles Consultancy Ltd, Birmingham – July 2019 
Course content included: 
· Understanding mind-set 
· Goal and target setting 
· Working within a team 
· Problem solving skills for work 
· Understanding conflict at work 
· getting ready for interviews 
· Health and safety in places of work 
Understanding Safeguarding & Prevent Level 2, Eagles Consultancy Ltd, Birmingham – June 2019 
Course content included: 
· Understanding the prevent duty 
· Understanding safeguarding 
· Understanding online safety 
Preparation Course for Home Start Volunteers Level 2, Home Start UK, Birmingham – April 2019 
The course enabled me to undertake volunteering work with vulnerable families. 
Understanding Children and Young People's Mental Health Level 2, Eagles Consultancy Ltd, Birmingham – July 2018 
Course content focused on understanding children and young people's mental health including: 
· Mental health context 
· Mental health concerns 
· Understand the impact of children and young people's mental health concerns 
· Understand factors which may affect children and young people's mental health 
· Understand how to support children and young people with mental health concerns  
Personal and Social Development Level 1, Eagles Consultancy Ltd, Birmingham – February 2018 
Course content included: 
· Dealing with problems in daily life 
· Managing social relationships 
· Working towards goals 
· Supporting others 
· Individual rights and responsibility 
Level 2 IT Users (clait plus), Workers' Education Association WEA, Birmingham – July 2009 
Course content included design of an e-presentation and integrated e-document production. 
Managing children's behaviour, Workers' Education Association WEA, Birmingham – December 2008 
Allergy Awareness & EpiPen Training, South Birmingham Primary Care Trust NHS, Birmingham – November 2008 
Moving People with Special Needs, Wilson Stuart School & Sport College Training, Birmingham – September 2008 
Level 1 IT Users (New Clait), Workers' Education Association WEA, Birmingham – August 2007 
Course content included creating spreadsheets on graphs, database management and on-line communication  
NVQ Level 3 Children's Care learning Development, Bournville college, Birmingham – August 2008 
NVQ Level 2 Children's Care learning Development, Bournville college, Birmingham – December 2007 
 
[image: ]  References 
Available on request 
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