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JOB DESCRIPTION

1.
JOB DETAILS

Job Title:
Senior Pharmacy Assistant Technical Officer (Dispenser)
Band:


 
 3

Reports to:


Dispensary Manager

Department / Directorate:
Pharmacy / Specialist Services

2.
JOB PURPOSE


The post holder will participate in the dispensing of all medicines for pharmacy customers and provide an efficient reception service to patients, staff and visitors.

3.
DIMENSIONS/ KEY WORKING RELATIONS: 

· Dispensary Manager 

· Pharmacists

· Medicines Management Technicians
· Dispensary Team
4. ORGANISATIONAL CHART:
Please see next page
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5.
KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES:
Dispensary Duties
· Greet and attend to all visitors (including patients) according to dispensary guidelines.

· Undertake computer-based training for the new Epic Electronic Patient Record and Dispensing system and prepare medications for patients use using this system.
· Dispense Royal Devon Inpatient, Outpatient, Discharge and Controlled Drug Medications in preparation for checking, using the Epic Dispensing System. You will also be expected to dispense medication for specialist areas including Devon Partnership Trust, the Hospice and specialty clinics within the Trust. 
· Receive CD Prescriptions, Controlled Drug Requisition Books and other documents for onward dispensing or passing to the appropriate staff member/team for further action.
· Hand out medicines to patients and ward staff following correct processes.

· Ensure all prescriptions that are not generated within Epic have key relevant data included.
· Assist in meeting deadlines.

· Assist in the training of new member of staff including the dispensary team, pharmacists, foundation year pharmacists and pre-registration student technicians. You will also be expected to help in the training of the aseptic team (for dispensary weekend working only).

· Maintain accurate dispensary inventory by stock rotation/monitoring of stock (including date checking) and by keeping accurate computer and paper records.

· Maintain accurate dispensing records and assist with filing and archiving paperwork.
· Maintain clean and tidy dispensing facilities and safe systems of work.

· Answer the dispensary telephone calls and deal with enquiries in the appropriate manner according to departmental procedures.

· Print off and maintain the Dispensary Inbox emails and respond to queries appropriately.

· Assist in general house-keeping duties as and when necessary including:
· Putting away medicines
· Replenishing consumable items e.g. bags, bottles, oral syringes, etc.
· Filing paperwork
· Cleaning trays, computers and work spaces regularly

· To participate in flexible working arrangements including late duties, bank holidays and on call as appropriate. Please note that in order to deliver a high standard of care to patients the Pharmacy service operates 7 days a week and staff are therefore required to work some weekends as part of their contracted hours.
Other Responsibilities:
· To take part in regular performance appraisals.
· To undertake any training required in order to maintain competency, including mandatory training, e.g. Manual Handling.
· To contribute to and work within a safe working environment.
· To work in line with contracted hours including some weekends and bank holidays.
· Working in line with the dispensary SOPs and Trust Policies.
The post holder is expected to comply with Trust Infection Control Policies and conduct him/herself at all times in such a manner as to minimise the risk of healthcare associated infection.
As an employee of the Trust, it is a contractual duty that you abide by any relevant code of professional conduct and/or practise applicable to you.  A breach of this requirement may result in action being taken against you (in accordance with the Trust’s disciplinary policy) up to and including dismissal.

This post has been identified as involving access to vulnerable adults and/or children and in line with Trust policy successful applicants will be required to undertake a Disclosure & Barring Service Disclosure Check
THE TRUST – Vision and Values
Our vision is to provide safe, high quality seamless services delivered with courtesy and respect. To achieve our vision, we expect all our staff to uphold our Trust values. Our Trust values are:
Compassion
Integrity

Inclusion

Empowerment 

We recruit competent staff that we support in maintaining and extending their skills in accordance with the needs of the people we serve.  We will pay staff fairly and recognise the whole staff’s commitment to meeting the needs of our patients.

We are committed to equal opportunity for all and encourage flexible working arrangements including job sharing. 
We are committed to recruiting and supporting a diverse workforce and welcome applications from all sections of the community, regardless of age, disability, gender, race, religion, sexual orientation, maternity/pregnancy, marriage/civil partnership or transgender status.  We expect all staff to behave in a way which recognises and respects this diversity, in line with the appropriate standards.
GENERAL

This is a description of the job as it is now.  We periodically examine employees' job descriptions and update them to ensure that they reflect the job as it is then being performed, or to incorporate any changes being proposed.  This procedure is conducted by the Manager in consultation with the jobholder.  You will, therefore, be expected to participate fully in such discussions.   We aim to reach agreement on reasonable changes, but if agreement is not possible, we reserve the right to insist on changes to your job description after consultation with you.

The Royal Devon is a totally smoke-free Trust.  Smoking is not permitted anywhere on Trust property, including all buildings, grounds and car parks.  For help to quit call: 01392 207462.
POST: Senior Pharmacy Assistant, Inpatient Dispensary
BAND: 3

	REQUIREMENTS
	At 

Recruitment
	At 2nd KSF 

Gateway

	QUALIFICATIONS / TRAINING
Relevant dispensing qualification NVQ 2/3 or equivalent e.g. NPA, Boots, Buttercups
GCSE Grade A-C in Mathematics and English


	E

D
	E

D

	KNOWLEDGE / SKILLS

VDU use

Stock Control systems

Computerised dispensing system

Ability to solve problems


	E
E
E
E
	E

E
E
E

	EXPERIENCE
Retail/hospital pharmaceutical work


	E
	E

	PERSONAL ATTRIBUTES
Methodical approach

Team worker

Flexible

Honesty/Integrity

Good communicator

Professional attitude


	E

E

E

E

E

E
	E

E

E

E

E

E

	OTHER REQUIREMENTS

Ability to work effectively and accurately in a busy environment


	E
	E


* Essential/Desirable

	Hazards within the role, used by Occupational Health for risk assessment

	Laboratory Specimens Proteinacious Dusts
	
	Clinical contact with patients
	
	Performing Exposure Prone Invasive Procedures
	

	Blood / Body Fluids
	
	Dusty environment
	
	VDU Use
	√

	Radiation
	
	Challenging Behaviour
	
	Manual Handling
	√

	Solvents
	
	Driving
	
	Noise
	

	Respiratory Sensitisers
	
	Food Handling
	
	Working in isolation
	

	Handling Cytotoxic Drugs
	√
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