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NHS FORTH VALLEY

JOB DESCRIPTION

1.      JOB DETAILS

Job Title:
Pharmacy Support Worker

Department(s):
Pharmacy

Job Holder Reference: BN –PTB - 048
No of Job Holders:
19

2.
JOB PURPOSE

To carry out a range of routine duties within the allocated area of the pharmacy under the direct supervision of a pharmacist or pharmacy technician.

3. ORGANISATIONAL POSITION

*See attached organisational chart

ROLE OF DEPARTMENT

To contribute to the well being of society through the provision of medicines and pharmaceutical services within systems which optimise benefit and minimise risk.

4.
DIMENSIONS

Staffing

The post holder will work as part of the pharmacy team managed by the relevant section head.  The pharmacy support worker assists the pharmacy support worker higher level  in the daily workload  within the section.

Budget

The post holder will work along side other members of the pharmacy team to ensure cost effective use of medicines and pharmacy resources.

Responsibility

The post holder will comply with relevant procedures, standards and guidelines, Health and Safety at Work and COSHH regulations.  The post holder will participate in commitments to work public holidays.  Commitment to work weekends will be negotiated, as service needs dictate.

5.
KEY DUTIES/RESPONSIBILITIES

· All duties are carried out under the supervision of the section head whilst adhering to local and organisational policies, procedures and Health and Safety regulations.

· To use JAC (pharmacy stock control and dispensing system) and other computer systems in the department to issue and receive stock, generate relevant paperwork and labels as appropriate.

· To deal with enquiries and requests as appropriate either by telephone or in person.

· To undertake administrative duties as appropriate.

· To participate in environmental and Quality Assurance monitoring.

· To participate in stock management including ordering, receipt, storage and expiry dates, daily stock checks, issue, checking, distribution and returns.

· To undertake daily housekeeping duties.

· To participate in the ward top-up and emergency supplies process.

· To participate in the training of other pharmacy support workers.

· To participate in audit, and the collation of statistical information.

· To participate in the assembly of medicines, sundry items and equipment for use within pharmacy or for external customers.

· To carry out other duties appropriate to the grade which may be delegated 

· To observe and promote departmental security procedures.

 6.
SYSTEMS AND EQUIPMENT 

· Ability to use the JAC (pharmacy stock control and dispensing system) and other computer software programmes after appropriate training.

· Ability to use moving and handling equipment and report any deficiencies to section head.

· Ensure appropriate use of personal protective equipment as specified in policies and procedures.

· Ensure all work is carried out in accordance with the BSENISO9001 Quality System.

· Ensure appropriate storage of pharmacy records is maintained within set standards.

· Ensure compliance with IR1 reporting system by reporting incidents/near misses to section head.

· Participate in the maintenance of pharmacy equipment under the direction of the section head. 

  7.
ASSIGNMENT AND REVIEW OF WORK

The post holder works within the established strategic and policy guidelines and procedures.

Much of the workload within the department is demand led and the post holder assists in the prioritisation of this throughout the day.

Performance review is carried out by section head on an annual basis.

The pharmacy support worker undertakes routine tasks and deals with routine enquiries but refers problems to pharmacy support worker higher level or section head as appropriate.

8. COMMUNICATIONS AND WORKING RELATIONSHIPS

· Communicates factual information.

· Oral communication (in person, telephone)

· Written (simple reports)

Internal
· Pharmacy staff

· Ward staff / routine enquiries

External
· Patients/carers (routine enquiries)

· Deliveries – service issues

· Primary Care staff (routine enquiries)

· Accountable to section head through communications with pharmacy support worker higher level

   9a. 
PHYSICAL DEMANDS OF THE JOB

Sitting for long periods of time in front of visual display unit.

Manual handling of objects and equipment of variant weights and bending, stretching and standing for extended periods

Speed and accuracy whilst carrying out manual tasks.

Driving for extended periods.

Working in inclement weather for short periods.

Daily risk of exposure to dangerous chemicals e.g. liquid nitrogen, cytotoxics.

   9b. 
MENTAL/EMOTIONAL DEMANDS OF THE JOB

Risk of verbal and physical abuse.

Requirement to concentrate continuously whilst carrying out tasks.

Attention to detail is required when carrying out delegated tasks.

To comply with procedures associated with the safe handling of drugs.

Utilise numeracy skills.

Attend department meetings as appropriate.

Advise direct line manager of any problems presented outwith level of responsibility.

10.   KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

Three standard grades including maths and English.

Pharmacy Services S/NVQ 11or equivalent

Effective communication skills

Experience of working in pharmacy environment

Stock Management Experience

Basic Keyboard skills, ability to input, process and store data

Driving licence

Ability to understand/work to policies and procedures

Ability to maintain security of stock including checking, storage and distribution

Ability to maintain confidentiality at all times

  11.  
JOB DESCRIPTION AGREEMENT

 Job Holder’s Signature:

Date:

Head of Department Signature:

Date:
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