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JOB DESCRIPTION

JOB TITLE:  

             Bank Pharmacy Technician
RESPONSIBLE TO: 

Site Lead Pharmacist  
ACCOUNTABLE TO:

Hospital Director
KEY WORKING RELATIONSHIPS

	· Chief Pharmacist 

· Head of Nursing 

· Other Healthcare Clinical Team Leaders
· Pharmacy staff
· Other staff and colleagues

	


Job Summary

The post holder will be required to support the delivery of pharmacy services at the Ilford Hospital based on the hospital’s needs and follow the professional line management direction. 
The post holder will be an integral member of the pharmacy team at Ilford, who form part of the wider secondary healthcare services. Practice Plus Group policies and procedures and statutory frameworks governing patient care in a secondary care setting will be used in order to deliver the highest standard of care to clients in line with national guidelines.
The post holder may be required to accept certain activities in relation to the day to day operational management of their unit and as such must ensure that they are trained and competent to take on these additional responsibilities.
Main Duties & Responsibilities

Management and Leadership 

The post holder will:
· Assist in delivering a high quality pharmacy service. Providing members of the Healthcare Team with information relating to pharmaceutical products, medicines management, and general health education so that they are appropriately informed.
· Be responsible for achieving agreed key performance targets based on personal performance plans. 
· Attend relevant internal and external meetings as required.
· Work with the Site Lead Pharmacist to ensure the service is represented by staff in a professional manner at all times.
· Assist with the strategic development of pharmacy services in line with the health promotion strategy.
Workforce planning

The post holder will:
· Prioritise own workflow on a day to day basis to ensure efficient and appropriate service delivery of medicines to patients.

· Provide medicines management services to provide high standard of care within the treatment centre to the patients and clients.
· Assist in the induction of new pharmacy technician starters. 
· Co-operate with the Site Lead Pharmacist in arranging holidays and absence to ensure continuous service delivery
Clinical Activities

         The post holder will under supervision of the pharmacy manager / Pharmacist:
· Be accountable and responsible for own practice and to operate in line with General Pharmaceutical Council Code of Professional Conduct in relation to rules, regulations and policies on direct patient care.
· Work under Standard Operating Procedures (SOPs). Be responsible for the delivery of high standards of pharmaceutical care to patients assessed and admitted to the service according to their clinical needs, and in accordance with up-to-date evidence based practice and relevant clinical protocols and policies.
· Assist with the implementation and development of pharmacy support to all inpatient and outpatient wards which includes where appropriate counselling of patients on the correct use of medication.

· Ensure clinical notes are maintained to the agreed standard at all times and that clients are appropriately assessed, admitted, care planned and discharged.
· Maintain patient and carer involvement in both treatments/ care planning and service design and ensure the service has active referral mechanisms to mutual aid support services.
· Where set up, assist in the delivery of specialist services to patients e.g. smoking cessation.
· Dispense medicines to agreed dispensing standards, calculating doses and quantities for supply where there is a specific requirement for accuracy, e.g. anticoagulation medicines
· Ensure that Controlled drugs are stored and recorded in line with necessary procedures immediately escalating any problems to the Site Pharmacy Lead and/or other relevant managers within the Hospital as soon as they are detected.

· Assist in the delivery of a timely and efficient medicines management service to the wards with responsibility for ensuring safe and appropriate access to medicines. Check prescriptions and unwanted returns to pharmacy from the wards.

· Issuing of inpatient medicines where appropriate to all patients in order to provide information in relation to medicines management, side effects and general medical advice.

· Maintain clinical input into screening of patient’s drug charts and notes.

Cost effectiveness initiatives
The post holder will:
· Work closely with all team members to meet the needs of patients. The post holder will be responsible for promoting cost efficient medicines management with a target to reduce waste whilst achieving improved access to services.
· Work closely with the Head of Pharmacy and Site Pharmacy Lead to deliver a cost effective medicines management service sharing ideas and using procurement opportunities whenever they present. 
· Improve the quality of care to all patients by providing an efficient stock control system, timely dispensing and accurate checking of prescriptions. Assist with the purchase of medicines and equipment according to Practice Plus Group formulary agreements.
· Ensure correct and appropriate storage of drugs throughout the Healthcare Facility-completing audits on a regular basis using the Practice Plus Group audit tool as necessary.
· Ensure that orders for medicines and drugs are placed and receipted correctly minimising out of stock situations as well as correct stock management.
· Be aware of all controlled drugs rules and regulation such as documentation and safe storage. 

· Ensure all stock paperwork is kept up to date to ensure that invoices are paid timely making sure that Practice Plus Groups credit rating is not compromised and valuable discounts lost. 
· Assist in completing monthly / quarterly stock counts within the pharmacy service facilities.
· Provide information required by the Site Pharmacy Lead to complete a month-end reports including stock management results, cost / saving monitoring results. 
Educational Activities
          The post holder will:
· Attend statutory training.
· Assist in ensuring that the service has a learning culture and the ability to train nursing staff in the working environment, with the intention of raising skills and competencies in relation to the assessment and treatment/care of the client group,

· Promote regular learning with colleagues in the pharmacy team to ensure that staff are briefed and trained in the latest evidence-based practice, Practice Plus Group intervention manuals, protocols and PGD’s.  

· Participate in training initiatives as required both within Practice Plus Group and the wider partnership community.

· Be willing to develop own skills / academic knowledge further
· Undertake clinical and professional supervision of self with the line manager.
· Undertake the required training courses as specified by Practice Plus Group
Governance & Audit Activities
The post holder will:
· Work under Standard Operating Procedures to facilitate the timely and efficient supply of dispensed medicines to nurses, doctors, patients and patient relatives and make sure the handover of prescribed medicines is in line with the Practice Plus Group Medicines Management Policy.
· Contribute to Medicines Management audits / projects, collecting data and generating audit reports for review by the Site Pharmacy Lead.
· Contribute to team / service reviews.
· Assist the Site Pharmacy Lead in ensuring that all Practice Plus Group policies and procedures, including Serious Incident and Complaints policies are fully implemented and complied with.
· Ensure all clinical records are updated and accurate in a timely manner maximising the use of electronic systems, ensuring data is kept complete, accurate and up to date.
· Adhere and ensure all staff adheres to all the requirements of data protection and Caldecott. 
Improving the Patient Experience

Patients are the most important people in the health service and are at the centre of what we do. Patients and carers are the ‘experts’ in how they feel and what it is like to live with or care for someone with a particular illness or condition. The patients’ experience of our services should guide the way we deliver services and influence how we engage with patients every day in our work.

The post holder will:

· Ensure that all communications are effective with patients and should support and enable patients/carers to make choices, changes and influence the way they receive treatment or care.
· Work to promote effective patient, carer and public involvement in all elements of pharmacy services. Involve, engage and consult with patients, carers and families about plans for health facilities and the provision of medicines management services. 
· Provide pharmacy related information to patients, their carers and other healthcare professionals ensuring that the level of advice given is appropriate to overcome barriers to understanding, conveying complex and sensitive information in an easily understandable form.
· Escalate any aspect of patient care that raises concern no matter how trivial with their immediate line manager.
· Any counselling given to a patient must be within the post holder’s area of expertise.

Freedom to Act
The post holder will work autonomously in order to carry out technical duties which will include
· Individual workload management
· Working within Standard Operating Procedures

· Working within Professional Practice standards.

· Help supervise and instruct junior members of staff when appropriate.
Guidance is achieved by consulting peers within the Hospital and Practice Plus Group or external reference points when necessary.

Infection Control

Compliance with all infection control policies and procedures (including hand hygiene, personal hygiene, environmental and food hygiene) will form an integral part of the practice of all staff working in a clinical environment. Each staff member will be responsible for familiarising themselves with Infection Control Policy. Staff must keep up to date with new policies and subsequent implementation in practice and undertake annual training/updates in infection prevention and control.

Pharmacy staff must seek support and advice from Infection Control Lead in all instances where cross infection is likely to have occurred or when managing situations involving patients with infections where guidance provided in the Policies is not applicable. 

All staff must contact the Occupational Health Department if they are suffering from any form of infection which may put patients and other staff at risk, at the same time informing their line manager.
Additional Information:

Clinical Governance

To have responsibility for a commitment to maintaining a high quality service to patients by continual development of practice in the light of research evidence and by audit, based against relevant clinical standards.

Code of Conduct for Professional Group

All members of staff are required to work in accordance with their professional group’s code of conduct 
This job description is intended as a basic guide to the scope and responsibilities of the post and is not exhaustive.  It will be subject to regular review and amendment as necessary in consultation with the post holder.
Conflict of Interests

You may not without the consent of Practice Plus Group engage in any outside employment and in accordance with Practice Plus Group Conflict of Interest Policy you must declare to your manager all private interests, which could potentially result in personal gain as a consequence of your employment position in Practice Plus Group.  Interests that might appear to be in conflict should also be declared.

Criminal Records Bureau

It is a requirement of this position that a Criminal Records Bureau disclosure at the enhanced level is undertaken.
Confidentiality
The post holder is required not to disclose such information, particularly that relating to patients and staff.  All employees are subject to the Data Protection Act 1998 and must not only maintain strict confidentiality in respect of patient and staff records, but the accuracy and integrity of the information contained within.  The post holder must not at any time use personal data held by Practice Plus Group for any unauthorised purpose or disclosure such as data to a third party.  You must not make any disclosure to any unauthorised person or use any confidential information relating to the business affairs of Practice Plus Group, unless expressly authorised to do so by Practice Plus Group.  Further guidance on confidentiality is contained within Practice Plus Group Information Security Management System (ISMS).
Data Protection 
The post holder must at all times respect the confidentiality of information in line with the requirements of the Data Protection Act and the company’s ISO27001 accreditation.  This includes, if required to do so, obtain, process and/or use information held on a computer in a fair and lawful way, to hold data only for the specified registered purposes and to use or disclose data only to authorised persons or organisations as instructed.

Education and Training

Personal continuing professional development is encouraged and an annual appraisal system is in place to discuss CPD and ongoing objectives.
Equal Opportunities

The post holder is required at all times to carry out responsibilities with due regard to Practice Plus Group Equal Opportunities Policy and to ensure that staff receive equal treatment throughout their employment.
Health and Safety 

As an employee of Practice Plus Group, the post holder has a duty under the Health and Safety at Work Act 1974, to:-

· Take reasonable care of the health and safety of themselves and all other persons who may be affected by their acts or omissions at work.

· Co-operate with their employer to ensure compliance with Health and Safety legislation and the Health and Safety policies and procedures of the treatment centre, not intentionally or recklessly interfere with, or misuse, anything provided in the interests of health, safety, or welfare, in pursuance of any of the relevant statutory provisions.
Philosophy of Care

We aim to provide a safe and clinically sound environment, where the immediate and urgent need of individuals using the centre is recognised and suitably skilled staff available to see and treat the users of this service. To ensure that we meet the needs and expectations of the patient we provide a culture of continuing learning and development.
Risk Management

All members of staff have a responsibility to report all clinical and non-clinical accidents or incidents promptly and when requested to, co-operate with any investigation undertaken.

This list of duties and responsibilities is by not exhaustive and the post holder may be required to undertake other relevant and appropriate duties as reasonably required.

This job description is subject to regular review and appropriate modification.

	Person Specification – Bank Pharmacy Technician 



	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications


	· NVQ level 3 BTEC or equivalent

· Registration with the General Pharmaceutical Council
· Relevant post qualifying experience working within a pharmacy environment.
· Evidence of continuing professional development 

	

	Experience
	· Relevant post-qualification experience
· Experience of working within a multi-disciplinary team
· Demonstrate and provide evidence of personal professional development.


	

	Skills and Knowledge
	· Ability to work within a multidisciplinary team.
· Assessment skills, including an understanding of risk assessments.
· Good IT skills and evidence of computer literacy
· Sound patient counselling skills, treating service users with respect and dignity at all times, adopting a culturally sensitive approach, which considers the needs of the whole person.
· Ability to recognise own personal/professional limitations.
· Able to build constructive relationships with warmth and empathy, using good communication skills.
· Excellent written and verbal skills.
· Critical appraisal


	· Experience in use of a medical software package
· Proven track record of effective use of networking and influencing skills



	Other Factors


	· Friendly and approachable.
· Good presentation of self, enthusiastic, flexible, innovative. 
· Committed to customer care and first class service provision.
· Flexible attitude to working arrangements. Must be able to multi-skill changing work patterns at short notice. Must be able to work within changing environments
· Adaptable, friendly, polite, courteous and caring.
· Motivated and committed on an individual basis and when working within a team.
· Ability to work within a pressurised environment.
· Receptive to feedback and the willingness to learn and develop.
· Ensure ongoing medicines management services continue to develop within the healthcare team.
· To be available on a flexible short term basis 

	


	HAZARDS:

	Laboratory Specimens

Proteinacious Dusts
	
	Clinical Contact with patients
	X
	Performing Exposure Prone Invasive Procedures
	

	Blood/Body Fluids
	
	Dusty environment
	
	VDU Use
	

	Radiation
	
	Challenging Behaviour
	X
	Manual Handling
	X

	Solvents
	
	Driving
	
	Noise
	

	Respiratory Sensitisers
	
	Food Handling
	
	Working in Isolation
	X
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