
 

 

Job Description 
Healthcare Assistant – Primary Care Mental Health 

 
Reports to: TBC 

Hours: Full time/Part time 

Location:          Thanet and South Kent Coast 

Salary:  AfC Equivalent Band 4 

 
Purpose of Job: 
 

The postholder will work collaboratively with the PCMHS team to provide physical health 
checks and support to patients referred to the service. The successful candidate will be able 
to use their own initiative to work both independently and as part of a team to provide 
holistic treatment and care. The postholder will support patients on an individual basis or as 
part of a depot clinic or by helping to co-facilitate groups. 
 
Main Responsibilities  
 

 To work alongside members of the MDT to provide patient care (Including health 
and social support) 

 To undertake and record the following tasks for Physical Health Checks: 
 
- Measure of height and weight 
- Measurement of bloody pressure, temperature and pulse, pulse oximeter 
- Peak flow measurements 
- Recording of ECG’s 
- Venepuncture 
- Blood glucose testing 
 

 To recognise and observe changes in patients physical, mental health and behaviour 
which must be reported, recorded, and acted on. 

 Work effectively and flexibly as part of a wider PCMHS team across East Kent. 
 To provide care for people who use our services as planned in Multi-disciplinary 

Team (MDT) meetings. 
 To be aware of and work to the principles of the Mental Health Act (MHS) 
 Able to interact with patients’ and colleagues in a professional manner as well as 

create and maintain professional relationships with external organisations. 
 To provide necessary care to people who use our services to help them complete 

daily living activities i.e support them to attend community activities and groups etc. 

 To act in a manner to respect the customs, individuality, values, sexuality, and spiritual 
beliefs of the patient. 

 Enable patients to access appropriate professional support, and act as an advocate 
when required to clearly present the patient’s point of view to others. 



 

 

 To provide social activities, emotional support and stability to patients who use our 
services to ensure effective engagement whilst maintaining professional boundaries. 

 To contribute in the assessment, planning, implementation and evaluating care. Assist 
clinicians in the management of patients. 

 To carry out activities as per individual care plans according to the individual’s needs. 

 To participate in and help co-facilitate therapeutic groups. 

 To undertake prescribed physical observations as follows: blood pressure, 
temperature, pulse, respirations, blood sugars, weight and height and report results 
to the nurse in charge. 

 Maintain clinical equipment efficiently and ensure servicing is undertaken. Ensure 
stock items are ordered and provided in the clinical areas. 

 Follow Infection control standards. 

 Follow Health and Safety standards. 

 Appreciate the principles of ‘Healthy Living’ and provide relevant health promotion 
literature/advice for patients. 

 Keep up to date with mandatory training and updates to remain competent. 

 Recognise potential areas of conflict, preventing where possible and reporting to 
senior members of staff if unable to resolve. 

 Aware of safeguarding policies. 

 Attends clinical supervision sessions and any appropriate meetings. 

 Contribute new ideas to improve patient care. 

 Able to drive with access to own transport and has a valid driver’s licence. Able to 
travel across Thanet & South Kent Coast in a timely manner and undertake home visits 
as a lone worker. 

 To prepare and provide administrative support for the Mental Health multi-
disciplinary meetings (MDT) 

 Collate the necessary information for each patient to be presented and discussed on 
the agenda 

 Accurately record complex clinical management plans given at MDT meetings. Take 
accurate minutes and actions. 

 To carry out follow up actions from MDT meetings as required.  

 
 
 
 
 

 
 
 



 

 

Screening 
 

 Undertake screening including BP checks, height, weight, BMI, pulse oximeter, glucose 
monitoring  

 Carry out holistic screening and assessment using national assessment tools.  

 Undertake venepuncture after referral of patient. 
 

Health Promotion 
 

 Monitor and manage the post interview process, i.e., informing applicants of 
interview outcomes, filling records on unsuccessful applicants, and overseeing HR 
clearance process for all successful applicants. 

 Ensure completion of all pre-employment checks for successful candidates in a 
timely manner, ensuring legislative and regulatory compliance 

 Responsible for new starter process including:  
- Process DBS applications if required. 
- Undertake professional registration checks & reference checks.  
- Ensure Occupational Health clearance is achieved, and any the line manager is 

informed of any required adjustments.  
- Inform IT and ensure necessary equipment is ordered in time for their first day. 
- Ensure new starter is added accurately to cascade and feeding through to 

payroll.  
- Process ID photo badge and order uniform if required.  

 
Infection Control 
 

 Apply infection control measures within the practice according to oval and national 
guidelines. This includes:- 

 Universal hygiene precautions 

 The collection and handling of laboratory specimens 

 Segregation and disposal of waste materials 

 Decontamination of instruments and clinical equipment 

 Reporting and treatment of sharps injuries 

 Dealing with blood and body fluid spillages 

 Assist patients and colleagues in adopting sound infection control measures and 
health and safety measures 

 
 

 
 
 
 



 

 

Confidentiality, Equality and Diversity 
 

 In the undertaking of the duties outlined above the post-holder will have access to 
confidential and sensitive information. This must be kept strictly confidential at all 
times. 

 Policies and procedures relating to the protection of personal and sensitive data 
must be always adhered to and only divulged to authorised persons. 

 The post-holder will support the equality, diversity, and rights of patients & 
colleagues in a manner that is consistent with Invicta Health policies and legislation. 

 The privacy, dignity and beliefs of patients, carers and colleagues must be respected. 

 The post-holder should behave in a manner which is welcoming, non-judgmental and 
respectful of the circumstances and rights of all visitors to the practice. 

Data Protection 
 

 Under the Data Protection Act 1998: 

 You must not at any time use the personal data held by the organisation for a 
purpose not described in the Register entry or disclose such data to a third party. 

 If you are in any doubt regarding what you should or should not do in connection 
with the Data Protection Act, then you must contact your Manager. 

Health & Safety 
 

 Employees must be aware of the responsibility placed on them under the Health and 
Safety at Work Act (1974) to maintain a healthy and safe working environment for 
both staff and visitors. Employees also have a duty to observe obligation under the 
organisation safety policies, and to maintain awareness of safe practices and 
assessment of risk. 

Infection control 
 

 All staff, collectively and individually, have a duty of care in following best practice in 
adherence to guidelines which is a fundamental requirement in underpinning the 
management of Infection, Prevention and Control. 

Safeguarding Children and Vulnerable Adults 
 

 Safeguarding of individuals who come into contact with our services whether a child 
or young person, person with Learning Disabilities or an older or vulnerable adult, is 
the responsibility of all employees of the organisation in whatever capacity they are 
employed. 

 

 

 



 

 

Safeguarding Children 
 

 The organisation adheres to the KCC Child Protection Procedures, and all employees 
have a duty of care and a responsibility to safeguard and promote the welfare of 
children. 

Smoking 
 

 The organisation is a smoke free environment.  

 
I agree to the above job description. 
 
  
Name (please print): _________________________________________   
 
 
Date:  ______________________________________________________  
 
 
Signed: ____________________________________________________  
 
 
This job description is intended to provide an outline of the key tasks and responsibilities only. There 
may be other duties required of the post-holder commensurate with the position. This description will 
be open to regular review and may be amended to take into account development within the 
organisation. All members of staff should be prepared to take on additional duties or relinquish 
existing duties in order to maintain the efficient running of the organisation. 

This job description is intended as a basic guide to the scope and responsibilities of the post and is 
not exhaustive. It will be subject to regular review and amendment as necessary in consultation with 
the post holder. 

 
 
 
 

 
 
 
 
 
 
 
 



 

 

Person Specification 
 

Criteria Essential Desirable 

Education/Qualifications  NVQ Level 3 or Kaspac 
 Valid driver’s licence with 

business car insurance 

 Appropriately recognised 
phlebotomy training 

 A good standard of 
education 

 Undertaken training in 
spirometry, ECGs, and 
venepuncture. 

 Training in the use of 
assessment tools 

Skills and Competencies  Good interpersonal skills 
 Excellent communication 

skills 
 Self-motivated 
 IT skills 
 Able to work to strict 

infection control standards 
 Able to work to strict 

deadlines 
 Excellent time keeping skills 
 Ability to cope with the 

physical demands of the job 
 Good record keeping skills 

 Experience of clinical 
systems such as Vision 
and Emis 

 Observes good health & 
safety practices 

Experience  Previous experience in a 
mental healthcare setting  

 Previous knowledge of 
infection control 
procedures 

 Experience in the 
community 

Disposition  Flexible and caring 
 Good team player 
 Calm under pressure 
 Good levels of concentration 
 Confidence to escalate issues 

and concerns to senior 
medical team 

 

 


