
	Practice Name and Logo 

	Position Description Template 

	Position title:
	Primary Care Practice Assistant (PCPA) 

	Reports to:
	Nurse Team Leader  

	Direct Reports:
	N/A

	FTE:
	

	Salary
	 Range from $18.69 to $22.73 per hour, depending on skills and experience

	Functional Relationships:
	 The PCPA will develop and maintain excellent working relationships with the (Practice Name) Team of:
· General Practitioners 
· Practice Nurses
· Practice Manager
· Administration and Reception Staff
· Medical Suppliers
· External Agencies

	Treaty of Waitangi:  (Practice Name) is committed to Maori clients and stakeholders and ensuring service activity, development and implementation is undertaken in accordance with the provisions of the Treaty of Waitangi – partnership, protection and participation.

	Position Summary:  This role forms an integral part of the core patient care team, which contributes to the provision of quality care and experience for patients. 
The PCPA will undertake a range of key duties that will provide both clinical and administration support primarily to the (Practice Name) Nursing Team, but also in support of other members of the team as required and will liaise with some external agencies and suppliers.   

	Core Competencies 

	

	Customer Focus and Communication 
	· Demonstrates and understanding of responsibilities under the Health and Disability legislation when providing patient care
· Demonstrates the importance of patient service by giving patient needs top priority to ensure patient satisfaction with the service  
· Demonstrates excellent written, verbal, listening and interpersonal skills
· Ability to communicate with a diverse range of people as well as an understanding of cultural differences 
· Familiarity with medical terminology is desirable 

	Outcome Focused and Self-Management 
	· Ability to prioritise multiple demands based on urgency and importance, modifying and reprioritising if the situation changes or if the initial approach doesn’t achieve the desired results 
· Able to work independently and show initiative and accountability for own actions. 
· Demonstrates an ability to seek assistance appropriate to maintain integrity of role responsibilities.
· Self-motivated to achieve set deadlines to a high standard

	 Technical Skills and Knowledge
	· Customer service qualification or equivalent customer service experience essential 
· Previous experience in a patient care setting is desirable 
· Experience in the use of Practice Management Systems and Microsoft Office products including the effective use of email
· Willingness to participate in relevant education and skills based training programmes to ensure knowledge base is up to date and relevant to the care provided   


	 Integrity

	· Deals effectively with patients, practice team, suppliers and agencies by displaying high professional standards, and is respectful, and reliable,
· Displays ethical and professional behaviour in all situations including confidentiality and discretion


	 Teamwork 
	· Ability to work co-operatively as part of a cohesive team, and contribute to and support team activities 
· Accepts share of workload to help others and the team
· Shares ideas, information, resources, and experience with team members

	 Key Responsibilities 

	[bookmark: _GoBack] Participate in tasks that supports and assists the patient care team to ensure an efficient clinical workflow

 
	· Undertake basic clinical procedures, e.g. blood pressure, urinalysis, pulse, respiration, temperature, blood sugar, height, weight, and peak flow recordings
· Input new patient’s medical records and recalls as per practice policies 
· Print and send recalls to patients, and follow up patients with overdue recalls as per practice policy
· Chaperoning patients
· Assisting clinicians with minor surgery procedures 
· Collecting and processing laboratory specimens  


	 Professional Development and     Competency Based Certification:

	· Participate in performance review processes and relevant training programmes that supports the PCPA role
· Maintain CPR Competence
· Ensure knowledge base is up to date and relevant to the care provided
· Where a PCPA undertakes additional training to perform tasks which are substantially outside of the Wintec Programme. This (internal/external) training will be competency based with sign off by the designated mentor. 
· The PCPA Competency Based Skills List is indicative, not exhaustive, of the additional tasks that may be undertaken by the PCPA once training and sign- off by the designated mentor is completed.

	Communication and Documentation 

	· Pass information onto the patient care team verbally and via written documentation 
· Prioritise incoming communication and correspondence with referral to appropriate patient care team as per policies and guidelines  
· Scanning and filing incoming correspondence into the Practice Management System and patient files
· Preparing and sending outgoing correspondence

	Continuous Improvement and Quality Focus

	· Identify quality improvement opportunities and assisting the patient care team in the implementation of quality initiatives.
· Comply with relevant legislation and standards.

	Administration Support
	Provide administration support to the Nursing Team by:
· Printing notes for outside agencies such as ACC, Insurance etc
· Assist the Nurses with answering patient queries where possible and any follow up required.
· Complete any phone calls that can be made on behalf of the patient care team.


	Health and Safety





	
	· Comprehensive understanding and compliance of Clinical Policies and Procedures such as Infection Control, Health and Safety
· Takes appropriate care when handling and cleaning soiled items according to Infection Control standards
· Autoclave maintenance checks
· Cold Chain Fridge monitoring 
· Emergency management procedures and compliance education and training completed 
· Identifying, isolating and reporting any workplace hazards and safety concerns

	Maintenance, Cleaning and Re-stocking of Clinical rooms and equipment, surgical and non- surgical supplies
	· Surgical instruments are maintained meeting Infection Control standards
· Undertake regular equipment maintenance and calibration 
· Ensure all clinical areas are tidy and clean in line with infection control standards 
· Dispose appropriately of all secure and recyclable waste in accordance with the practice policies 
· Linen is changed daily/weekly and as required 
· Health information pamphlets are kept up to date and in ready supply in the necessary locations 
· All notice boards are to be kept up to date and tidy
· Order and re-stock regular supplies of clinical consumables at appropriate levels  
· Regularly check to ensure all clinical items and medicines are within expiry dates 




Confirmation of Position Description 

Full name of employee:	______________________________

Signature:	__________________	Date:	__________________

Signed on behalf of (Practice Name):

Signature:	__________________	Date:	__________________
