
JOB DESCRIPTION

1.
JOB DETAILS

Job Title:
Senior Assistant Technical Officer – Aseptic Service Stock Specialist
Band:


 
 
Band 3
Reports to:



Senior Technician – Aseptic Service
Department / Directorate:
 
Pharmacy / Specialist Services
2.
JOB PURPOSE
· The post holder will be responsible for conducting daily stock inventory checks and assisting in maintaining accurate stock holdings.  
· To be responsible for all day-to-day duties associated with Goods-In – receipt of stock, checking off deliveries etc., in full accordance with SOP’s.  
· To ensure that stock received into Aseptic Services is checked in, receipted and stored away in optimum time. 
· To liaise with procurement and stores to fully understand the supply chain of all products and effectively communicate any issues that arise to all relevant parties
· To undertake Admin Support including, Invoice processing, troubleshooting invoicing issues, attending to delivery deviations as per SOP and operating all computer systems and programmes and software associated with the Stock Control/Goods-In Function
· To ensure that staff are trained and competent in accurate stock management – to include storage, rotation and electronic inventory (My Care) accuracy
· Provide support with the day to day operation of the aseptic unit activity as appropriate
3.
DIMENSIONS/ KEY WORKING RELATIONS
Principal Pharmacist – Aseptic Services

Chief Technician – Aseptic Services

Senior Technicians – Aseptic Services Technicians
Pharmacy Assistant (ATO) – Aseptic Service/
Procurement staff
Quality Control staff
4. ORGANISATIONAL CHART:
See next page
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5.
KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES:
· To be knowledgeable about the packing and compounding of aseptic products as per SOP. Assembly, setting up and label production of batches as Standard Operation Procedures.

· Supervise and assist with training and competency of all staff with regard to stock management to include receipt of goods, balance update, stock transfer, bulk charge and the investigation/correction process for discrepancies
· Answering the telephone and dealing with enquiries in the appropriate manner according to departmental procedure and referring when necessary 
· Stock control – maintain stock control by stock rotation/monitoring and keeping accurate computer records on My Care, including ordering and pricing of IV’s and consumables within the aseptic unit.  

· Complete medication stock checks daily, and investigate discrepancies to support updates of inventory counts for stock in Aseptic Services. Follow SOP’s to ensure process is thoroughly investigated. 

· To check stock received for accuracy by comparing it to the original Pharmacy order, to check expiry dates and general condition of packaging. Ensure paperwork is completed according to departmental procedures. 
· Be proficient in interrogating the My Care system and recommending improvements and developments in the stock system or processes.
· Be aware of any stock inventory issues and ensure these are communicated to the senior technician team.

· Monitor and reduce waste of pharmaceuticals and consumables.

· Participate in stock/medication validation work ensuring drug profiles are accurate and current, including PAR and re-order levels. Review regularly.
· To ensure storage space is maximised.
· To ensure all stock is correctly stored according to Good Manufacturing Practice
· To receipt hazardous and sensitive products (e.g. cytotoxics, inflammables, controlled drugs, temperature sensitive goods and raw materials) and to comply with department SOP’s and Trust policies relating to security, safe handling and spillages.  
· To comply with the decommissioning of barcoded products in accordance with the Falsified Medicines Directive (FMD) & to examine and confirm each pack is tamper-evidence sealed. Not currently applicable but could return.
· To attend to delivery deviations, quarantine stock for return and communicate with procurement to ensure effective resolution.

· To ensure the tidiness is maintained, and to carry out routine Health & Safety Checks

· The post holder must comply with security and Health & Safety procedures that are current within the Trust and the department.

· Participation in education and training programmes as appropriate, including aseptic SATO competency assessments and qualifications provided by the trust.
· Ensure that all work routinely carried out meets the quality standards required in the workplace. Co-operate with all pharmacy staff in providing and developing an efficient, safe pharmaceutical service which is focused on the needs of patients.
· Use interpersonal skills to develop and maintain relationships with patients and colleagues
Other duties and Responsibilities

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

· 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.

· To take part in regular performance appraisal.

· To undertake any training required in order to maintain competency including mandatory training, i.e. Fire, 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 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.
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PERSON SPECIFICATION
POST: Senior Assistant Technical Officer (Aseptic Service Stock Specialist)
BAND: 3
	REQUIREMENTS
	At 

Recruitment
	At PDR

	QUALIFICATIONS / TRAINING

NVQ Level 2 pharmaceutical services or equivalent

	E


	E



	KNOWLEDGE / SKILLS

Knowledge of Good Manufacturing Practice

Excellent communication and interpersonal skills

Excellent organisational skills
Excellent problem solving / error investigation skills

Accuracy and attention to detail

Range of IT skills and computer systems/Computer Literate

Comprehensive PC skills including word, Excel, internet and e-mail

Contribution to service development

Procedure writing

	D
E
E

E

E

E

E

D

D
	E

E

E

E

E

E

E

E

E



	EXPERIENCE

Experience of working with a complex product range where attention to detail and accuracy is critical to the process. 
Experience of reconciling computerised stock control

Aseptic service experience

	E

E
D
	E

E
E

	PERSONAL ATTRIBUTES
Team worker

Honesty/Integrity

Good communicator
Professional attitude

Enthusiastic, dedicated and reliable
A flexible approach to work
Ability to work methodically and accurately in a busy environment

Able to prioritise and organise workload


	E

E

E

E

E

E

E
E
	E

E

E

E

E

E

E
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* 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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