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JOB DESCRIPTION
1.
JOB DETAILS

Job Title:              
Dispensary Manager
Band:                    
6
Responsible To:  

Patient Services Clinical Pharmacist
Accountable To:  
Patient Services Clinical Pharmacist
Department/Division:

Pharmacy / Specialist Services
2.
JOB PURPOSE
To manage and develop a high-quality technician-led dispensary to ensure a safe, accurate and efficient service

3.
KEY WORKING RELATIONS
· Rotational Technicians 
· Rotational Pharmacists 
· Dispensary team, including ATO, SATO and Technicians
· Foundation Year Pharmacists and Pre-Registration Student Technicians

4.
ORGANISATIONAL CHART

See next page

[image: image5.png]Royal Devon

University Healthcare
N Foumdation st




[image: image2.emf]Community 

Administrator

Clinical Pharmacy 

Manager Acute 

Services

Non Medical 

Prescribing Lead

Clinical Pharmacy 

Manager Community 

Services

Clinical Pharmacists

Patient Services 

Clinical Pharmacist

Antimicrobial 

Pharmacist

Clinical Pharmacists

Pre-Registration 

Pharmacists

Rotational PharmacistsDispensary 

Medicines Management 

Technicians 

Medicines Management 

Technicians 

Integrated Pharmacy 

Services Lead



5.
KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES:

Professional responsibilities

· To provide leadership, motivation and direction to the dispensary team

· To attend regular governance meetings to provide feedback regarding Key Performance Indicators (KPIs), risks, errors and service developments.

· To attend regular meetings with organisations for whom we provide dispensary services, review incidents, receive feedback and change processes if necessary.

· To attend the regional Dispensary Managers meetings

· To participate in other duties appropriate to grade at the request of the relevant manager.

· To manage the Clozapine dispensing service providing named patient supplies to Devon Partnership Trust.
Operational management

· To ensure safe and efficient systems of work are implemented, maintained and followed in accordance with relevant legislation.

· To ensure good working practices/procedures are in place, adhered to and regularly updated to reflect current work practice, legislation and regional and local policy.

· To manage complex operational issues within the dispensary on a daily basis including rotas, staff shortages, workload prioritisation, clinical emergencies or any other unplanned events, ensuring continuity of service.

· To monitor dispensary performance and develop dispensary services implementing change when necessary.

· To ensure the dispensary team are kept up to date with any relevant information regarding service provision and communicating any significant changes to dispensary processes to relevant stakeholders. 

· To manage the dispensary processes, coordinating with Medicines Management Technicians and other staff to meet the needs of the service.

· To identify and reduce any risks / hazards within the department and attend the risk assessor course.

· To use the Trust patient safety software (Datix) to either raise or respond to any incidents in a professional and timely manner. This will include investigating and reporting findings to the appropriate manager.

· To manage, monitor and appraise all dispensary staff which will including a yearly Personal Development Reviews as per Trust policy, keeping appropriate written records.
· To oversee the Deputy Managers and ensure they are carrying out tasks appropriate to their role, including PDRs and managing sickness within the department, giving support and advice where needed.
· To monitor and ensure the accuracy of key dispensary records such as the issues of 'unlicensed' medicines and controlled drugs in line with relevant statutory regulations.

· To be responsible for and coordinate late duty dispensary staffing and play an active supporting role to weekend and Bank Holiday rotas, ensuring the provision is adequate to the needs of the service at all times.
· To participating in flexible working arrangements including late duties, weekends and bank holidays as appropriate. 
· To investigate and resolve customer complaints and enquiries following Trust procedures.

· To maintain all documentation in relation to dispensing and near miss dispensing errors.

· To carry out a regular review of dispensing errors and near miss dispensing errors, analysing the information and making changes to practice when appropriate. 

· To chair recruitment and selection panels including shortlisting, interviewing and appointing new dispensary staff.

· To help manage stock levels by ensuring the maintenance of accurate computer and written records and providing information on supply problems to the relevant people
· To be familiar with the automated dispensing robot, and be able to train others in its use 
· To liaise with the Epic EPMA team to resolve issues impacting dispensary workflows and further optimise the system to deliver an improved service. 
· Oversee the Compound and Repackaging Dispensary service using the Epic system, and update batch sheets when required.

Education and training

· To be aware of current national issues regarding technician development and legislation.

· To undertake Assessor training and participate in the training of staff as a qualified assessor.
· To undertake Practise Supervisor training in order to support the training of new staff members to the Dispensary and ensure training is being delivered appropriately.
· To coordinate and provide dispensary-based training for foundation year pharmacists, pre-registration student technicians, and other members of pharmacy staff as appropriate.  
· To participate in and develop Accredited Pharmacy Technician Checker Scheme and ensure expansion within the department.

· To ensure training records of all staff are complete and kept up to date.

· To undertake all relevant personal training required to support this role, demonstrating and maintaining commitment to CPD.
Trustwide 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.

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:

Honesty, Openness & Integrity

Fairness,

Inclusion & Collaboration

Respect & Dignity

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 RD&E 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.
PERSON SPECIFICATION
POST :
Dispensary Manager - Senior Pharmacy Technician
BAND:

Band 6
	REQUIREMENTS
	At Recruitment
	At 2nd KSF Gateway

	QUALIFICATIONS/SPECIAL TRAINING :

BTEC in Pharmaceutical Sciences (or equivalent)
Registered with the GPhC
Supervisory, e.g. NEBSS (or equivalent)

Management qualification

Assessor trained
Accredited Technician Checker
	E

E

D
D
D
E
	E

E

E

D
E

E

	KNOWLEDGE/SKILLS:

Knowledge of good dispensing practice and stock control

Experience developing and carrying out audits and/or quality improvement projects
Experience developing/training staff
Experience conducting appraisals
Knowledge of controlled drug legislation

Excellent communication and interpersonal skills

Good organisational skills

Accuracy and attention to detail

Experience formulating protocols and standards

Ability to problem solve creatively
Computer literate
	E

D

E

E

E

E

E

E

E
E

E
	E

E

E

E
E

E

E

E

E

E

E

	EXPERIENCE:

5 years experience in a pharmacy environment
Computerised dispensing system and stock control

Working in a busy environment

Supervision and training of other staff 
	D
D
E

E
	E

E
E

E

	PERSONAL REQUIREMENTS:

Honest and trustworthy
Professional attitude

Commitment to CPD

Resourceful

Ability to work effectively and accurately under pressure in a busy working environment

Self-motivated, conscientious and reliable
Excellent communicator

Leadership qualities 
Open to change and innovative

Able to build and maintain effective relationships within team and with other colleagues
	E

E

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
	

	ood / 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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