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JOB DESCRIPTION

1.
JOB DETAILS

Job Title:
Specialist Pharmacy Technician, Dispensary

Band:


 
Band 5

Reports to:


Dispensary Manager

Department / Directorate:
Pharmacy/Specialist Services

2.
JOB PURPOSE
To provide support to the Dispensary Manager in the co-ordination of the day to day running of the service. To act as an accredited checking technician for dispensary service and to support dispensary staff. 
3.
DIMENSIONS/ KEY WORKING RELATIONS

Dispensary Manager

Rotational and non-rotational Band 4 Technicians
Pre-registration Pharmacists

Senior Assistant Technical Officers
Assistant Technical Officers
4. ORGANISATIONAL CHART:
Please see next page
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5.
KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES:
Dispensary:

1. To ensure that an efficient dispensing service is provided to patients and staff which is in line with current standards and conforms to agreed service deadlines within the service level agreement.
2. Participate in dispensing of inpatient medicine, discharge prescriptions and outpatients prescriptions in accordance with SOP’s.
3. To liaise with service users and communicate on changes in service provision.
4. To act as an accredited final checker for dispensed items.
5. To act as a nominated deputy Dispensary Manager in the absence of the Dispensary Manager.
6. To be responsible for the ordering of and maintenance of appropriate stock levels of medicines and consumables.
7. To be responsible for regular stock checks as required by the external auditor and to investigate and rectify any abnormalities.

8. To communicate with other healthcare professionals and patients regarding supply or delivery queries and to ensure that any barriers are overcome.
9. Provide support for the electronic pharmacy interfaces and ensure all staff are trained on how to use the systems correctly.
10. To provide staff training and development in pharmacy dispensary services using competency-based training packages and act as work-based assessor for technicians, support staff and pre-registration pharmacy graduates.
11. Undertake assessments of dispensing operator practice and techniques to ensure compliance with SOPs at all times & take appropriate action to deal with any deviation as necessary to ensure patient safety is not compromised at any time in the dispensing process.
12. To be responsible for competencies and training records that are up to date for all technical staff working in the dispensary.
13. To assess staff and agree objectives as part of annual PDR reviews.
14. To address or refer staff performance issues as appropriate.
15. Participate in internal/external audits.

16. Pro-actively identify and initiate improvements and developments to working practices, procedures and documentation.
17. Participate in Continuing Professional Development (CPD).
18. To assist in ensuring Health & Safety and COSHH guidelines are followed.
19. 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.
20. Be a witness/expert witness for trainee students with evidence they have uploaded to Ecordia/VQ manager when applicable.

Optional Extended Duties: 

Ward based Patients’ Own Drugs/Medicines Management services.

1. Undertake appropriate additional training.

2. Visit allocated wards on a daily basis.

3. Check medicines brought in by patients for quality and clinical appropriateness.

4. Resolve medication related problems as appropriate or pass on to the relevant clinical pharmacist.

5. Liaise with other healthcare professionals including ward and medical staff.

Other Responsibilities:

To take part in regular performance appraisal

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 
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 practice 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 new Trust values are:

Compassion

Integrity

Empowerment

Inclusion
We recruit competent staff that we support in maintaining and extending their skills in accordance with the needs of the people we serve.  We pay staff through a banding system 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 University Healthcare NHS Foundation Trust 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.
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PERSON SPECIFICATION
POST:  Pharmacy Technician (Dispensary Non-Rotational)
BAND: Band 5
	REQUIREMENTS
	At 

Recruitment
	At 2nd KSF 

Gateway

	QUALIFICATIONS / TRAINING

NVQ level 3 Pharmaceutical Sciences plus BTec or equivalent qualifications.

Medicines management qualification

Accredited checking technician qualification
Registered Pharmacy Technician
	E

D

D
E
	E
D
E
E

	KNOWLEDGE / SKILLS

Dispensing or pharmacy distribution procedures

Good communication, interpersonal skills

Computer skills

Accuracy and attention to detail

Supervisory skills


	E

E

E

E

D
	E

E

E

E

E


	EXPERIENCE
Hospital Pharmaceutical work

Dispensary experience

	D
E

	E

E



	PERSONAL ATTRIBUTES
Professional attitude

Methodical approach

Commitment to CPD

Motivated

Good communicator

Team worker

Flexible

Honesty and Integrity
Ability to work effectively and accurately under pressure

	E

E

E

E

E

E

E

E
E
	E

E

E

E

E

E

E

E
E

	OTHER REQUIREMENTS


	
	


* 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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