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Role Mandate 
Job Title: 
Function /CFBU: 
Dimensions of the Job: 
Reports to: 
Location: 

 
Quality & Clinical Governance Assistant 
Retail Pharmacy 
Significant dealings with external agencies, customers and field operations 
Quality & Clinical Governance Lead 
Head Office Preston Brook  

Job Summary: 
 
 
 
 
 
 

 

To support the delivery of Professional Standards and Clinical Governance through 
collation and monitoring of data and providing appropriate feedback to key 
stakeholders as per internal processes. To support the business in complying with 
all contractual reporting requirements in a timely and accurate manner as per 
internal processes. To support the business in the delivery of the business 
complaints management process and to promote a positive image of the company 
to both customers and external bodies. 

 

Responsibilities: Work to the SOP’s in place for the business activity. 
 
Accurately maintain all databases, ensuring all records are up to date to 
analyse and generate reports when requested and at agreed timescales.  
 
Produce Quality Assurance reports as required to support the safe and effective 
running of the business including; Patient Safety Incidents, Controlled Drug 
discrepancies, Locum PSI’s and Customer Complaints to enable identification 
of corrective and preventative actions both for internal and external use. 
 
Ensure any communication with and reports for external bodies are timely, 
accurate and appropriate. 
 
Under the direction of a registrant send branch teams local GPhC action plans 
to complete to ensure compliance with the GPhC standards. 
 
Under direction of a registrant send branch teams reflection forms including 
CD’s and PSI’s to complete to ensure compliance with clinical governance and 
professional standards. 
 
Work closely with operational teams, insurers etc. to ensure effective 
communication is maintained with our customers through to resolution of their 
issues, that any litigation issue is dealt with in a timely and appropriate manner 
and ensure all complaints are handled to the standards expected by the 
company and in line with NHS Procedure. 
 
Respond to incoming calls, determine purpose of callers, respond appropriately 
or forwards call to appropriate personnel.  
 
Ensure all written and verbal communications to patients are of high standard 
and reflect the professional standing of the company. 
 
Undertake any general administrative tasks that are required. 
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Ensure that confidentiality of company policies and data is maintained. 

 
 
To ensure that branch staff receive appropriate, accurate and timely advice 
when requested by promoting high professional standards. 
 
To ensure full compliance with company policies and procedures and to ensure 
these are correctly monitored with advice given where necessary and to assist 
in the development of those procedures when changes are required. 
 
To ensure effective two-way communication between branches and Head 
Office 

 

 

Key Experience, 
Knowledge, Skills & 
Qualifications: 

Key Experience  
Educated to GCSE grade C or above 
Proven experience with similar tasks 

 
Knowledge and skills  
 

Good communication and written skills. 
Ability to prioritise tasks 
Ability to work in an efficient and effective manner. 
Ability to communicate effectively with both internal and external bodies. 
Excellent working knowledge of all Microsoft Office packages 
Effective team working skills 
Organised person with a positive outlook. 
Demonstrated initiative and a ‘can do’ approach 
Understanding of the community pharmacy contract, operational, legal and  
ethical procedures - desirable 

 
Qualifications 
 

 

Key Interfaces  
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