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Job Description
Medication Administrator
Reports to:
Medication Administrator team leader                 
Job Purpose
Under the direction and supervision of the Medication Administrator Team Leader, Residential Manager, and nursing staff, the post holder will perform medication related functions, such as receiving, checking, booking in medication and stock control of medication. Under direction, liaise with GP’s and Pharmacy to ensure swift prescription processing and timely arrival of medication for service users. Ensuring the safety of medication processes through audit.
Key Tasks
· The post holder will perform medication related functions to support all service user’s medication needs where appropriate. The post holder will work in and around the service users’ bedrooms and social areas ensuring safety of medication and confidentiality at all times. 
· To carry out quality assurance audits in relation to safe medication management in line with National Star policies and procedures.
· Liaison with our external pharmacy and electronic medication administration (EMAR) suppliers.

· Management of medication stock for service users.
· Assisting the ordering and receipt of medication from Pharmacy.
· Management of the checking-in process and follow-up.
· To liaise with Service Users, Parents, National Star Staff, external pharmacy and EMAR suppliers. General Practitioners – onsite and external. Practice Managers and other Practice Staff.  Community pharmacies as required.

· The management of daily operational issues of pharmacy related concerns – troubleshooting EMAR problems.
· To maintain confidentiality of information, including prescribing data, acting at all times in accordance with the Data Protection Act 

· To work within and promote the full range of technical pharmacy and clinical governance codes of practice and protocols.

· To carry out other duties as determined from time to time by the Head of Registered Care,  Medication Administrator team leader or Senior Management Team.
· To promote equality and diversity throughout their work

· To comply with policies and procedures relating to safeguarding, health and safety, equality and diversity, confidentiality and data protection, reporting concerns to an appropriate person.

· To maintain and develop own professional knowledge and awareness.

· To undertake any other such duties or general tasks and hours of work as may reasonably be required and any other responsibilities, which may from time to time, be delegated by your manager.
· To complete medication processes within the cycle period outside of term time to ensure no risk to service users.

SAFEGUARDING

National Star takes seriously its responsibility for safeguarding and is committed to safeguarding and promoting the welfare of young adults and children. Therefore, we require that all staff share this and act accordingly by applying organisation policy and procedure and attending annual safeguarding training.

EQUALITY & DIVERSITY

Through personal example and clear action demonstrate commitment to equality and diversity ensuring equality of access and treatment in employment and service delivery to all.

HEALTH & SAFETY

Promote the Health and Safety at Work Policy and Procedure and ensure these are implemented effectively within the department.
PERSON SPECIFICATION – Medication Administrator
	ATTRIBUTE


	ESSENTIAL
	DESIRABLE

	Qualifications
	· Maths and English GCSE at level C or above (or equivalent)
· QCF/NVQ Level 2 in Health and Social care or a related area

· National Star’s internal Medicines Course (or willingness to work towards)
	· Medicine administration training 

	Experience
	· Experience in a health care/pharmacy/logistics setting or one where medication is being administered.
	· Experience of working with young people with Physical Disabilities

	Skills/knowledge 
	· Knowledge of audit process

· Self-motivated with the ability to work as part of a multidisciplinary team.
· Good organisational skills with the ability to prioritise own workload. 
· Good communication skills

· Good computer skills, with knowledge of Word, Excel and Power Point

· Ability to liaise with service users and health care professionals, respond where appropriate in a professional confident manner and escalating where needed
· Good analytical skills

· Strong administration skills
	· Functional I.T. skills.

· Awareness of law and good practice relating to medicines and medicine management



	Personal
	· Able to focus on designated tasks
· Attention to detail

· Tact and diplomacy in responding to requests for information from health care professionals, service users, parents and staff

· Professional credibility and confidence 

· Ability to work under pressure and to tight deadlines

· Ability to establish and maintain effective working relationships with a wide range multidisciplinary staff, service users and parents/carers
	

	Other
	· Awareness of equality and diversity principals
· Understanding of confidentiality and the Data Protection Act 1998

· A commitment to promoting and safeguarding the welfare of our service users
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