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FALLON MEDICAL COMPLEX
JOB POSITION/DESCRIPTION
Certified Pharmacy Technician CPhT
GENERAL INFORMATION:  Listed below is an outline of the duties and responsibilities that you will be required to perform.  Even though your job description is broad, every effort has been made to make this outline as complete as possible.  However, we must emphasize that you may be required to perform other related duties and activities requested by your Department Manager or Supervisor.
PURPOSE OF JOB POSITION:  The primary purpose of your job position is to do most of the Pharmacists work under his/her supervision in accordance with both Federal and State Standards. 
DIRECT REPORT:  
      (      Director of Nursing
      (      Pharmacist in Charge – Licensed by the State of Montana Board of Pharmacy
EDUCATION:  
      ( On the job- training which may consist of working in local retail Pharmacy for informal on job   training

      ( Must meet all requirements for completing the Pharmacy Technician Certification Exam (PTCE) as  approved by PTCB (Pharmacy Technician Certification Board)
EXPERIENCE:  None. On the job training provided
EQUIPMENT USE and SUPPLY FUNCTIONS: 

· Use only equipment you have been trained to use.

· Operate all equipment in a safe manner

· Use only the equipment and supplies necessary to do the job.  Don’t be wasteful.

· Report defective equipment to the Director of Nursing.

· Inform the Director of Nursing of your equipment and supply needs.

HOURS OF DUTY: 

· Variable- depending on patient census and demand
ESSENTIAL FUNCTIONS AND RESPONSIBILITIES

DAILY RESPONSIBILITIES

(  
Assists the Pharmacist in providing medication, drug information and pharmaceutical services to    patients, nurses, physicians and other hospital departments as needed .
(  
Maintains inventory of supplies and reorders medications bas on formulary approved by the FMC Medical Staff .
· Assists in filling floor stock and patient daily supply.
· Processes records of medications and supplies dispensed to patients or customers, computes charges and either enters them into the computer or forwards them to the appropriate billing personnel .
· Prepare select reports for Quality Assurance/Quality Improvement and builds Pharmacy Profiles

· Receives and processes incoming deliveries of medication and supplies. 

· Participates in departmental and organizational performance improvement activities.
· Assists the Pharmacists in providing pharmaceutical care for patients. Must be able to identify and understand that there are dosage variations and to know to consult the Pharmacist if any doubts or questions arise. 

· Performs all aspects of patient care in an environment that optimizes patient safety and reduces the likelihood of medical/health care errors.

· Maintains the Pharmacy Department in a clean and orderly manner. 

· Recognizes inappropriate dosing based on available dosage resources for various age groups. 

· Procures and distributes medication orders per pharmacist request and fills medication kits and crash carts. 
· Prepares Emergency Room take home medication packets under the supervision of RPh

· Delivers medication to patient areas as needed. 

· Rotates stock to ensure use before expiration date and identifies and replaces outdated and unusable medications. Expired drugs are to be removed from pharmacy and placed in a separate locked room for disposal. 

· Picks up requisitions and returned medications from patient care area. Assists nursing staff with transferring provider orders to patient medication profile via electronic medical record.

· Performs other pharmacy related duties as requested or required.

· Demonstrates ability to calculate figures and amounts relating to dosage. 

· Demonstrates ability to apply common sense and understanding to carry out instruction furnished in written, oral and diagram form. 

· Demonstrates knowledge and skill ensuring that pharmaceutical preparations are sterile, properly packaged, labeled and stored and not outdated. 
· Demonstrates ability to deal with problems involving several variables in particular situations. 

· Demonstrates organizational skills such as keeping workspace clean and tidy. 

· Communicates regularly with FMC Medical Staff, Director of Nursing and Administration on issues of concern relating to the operation of the pharmacy, pharmaceutical patient care concern, and observed incidents and anomalies.

· Performs duties as outlined in Pharmacy and Nursing Policies and Guidelines pertaining to the Automated Dispensing Cabinet.

ADMINISTRATIVE FUNCTIONS:
· Ensure accurate pharmacy inventory by logging incoming and outgoing medications 
· To document according to Fallon Medical Complex policy and procedures.
· Report all accidents and incidents you observe on the shift as they occur.

· Assist with the development of an annual Pharmacy operating budget, reviewing and reconciling any discrepancies between actual performance and the budget on a periodic basis.

WORKING & ENVIRONMENTAL CONDITIONS:  
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
· Works in well-lighted/ventilated work areas.  

· Subject to frequent interruptions.

· The noise level in the work environment is usually low, with occasional exposure to loud or unpleasant noises.
· May spend long periods of time on your feet.
SPECIFIC & MENTAL REQUIREMENTS: 
 The specific and mental characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.    

· Must be able to read, write and speak the English language in an understandable manner.  Ability to communicate verbally and written word using advanced vocabulary and writing skills.

· Possess the ability to make independent decisions when circumstances warrant such action.

· Possess the ability to deal tactfully with personnel, patients/residents, family members, visitors, and the general public.

· Willingness to work harmoniously with other personnel including FMC Medical Staff.
· Must have patience, tact, cheerful disposition and enthusiasm, as well as be willing to handle patients/residents based on whatever maturity level they are currently functioning.   


· Ability to concentrate on moderate and fine detail with moderate to constant interruption.

· Ability to understand several specific ideas at a time and the concepts and theories behind the specific ideas.

· Must be able to cope with the mental and emotional stress of the position.
Professional Requirements:
· Adheres to dress code, appearance is neat and clean

· Completes annual education requirements. 

· Maintains patient confidentiality at all times. 

· Maintains regulatory requirements. 

· Reports to work on time and as scheduled, completes work within designated time. 

· Wears identification while on duty, and accurately maintains time sheet.

· Attends annual review and department in-services, as scheduled .

· Attends department staff meetings as required within the department.

· Represents the organization in a positive and professional manner.

· Actively participates in performance improvement activities. 

· Complies with all organizational policies regarding ethical business practices. 

· Communicates the mission, ethics and goals of the hospital as well as the focus statement of the department.
· Demonstrates professional responsibilities.

· Demonstrates leadership skills

· Demonstrates communication skills with other professionals. 

· Takes responsibility for self development.

· Creates environment that fosters professional behavior. 

· Demonstrates fiscal responsibility.

· Demonstrates teamwork.

· Demonstrates ability to adapt to unexpected events.

PHYSICAL REQUIREMENTS:  
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
	physical REQUIREMENTS


	Occasionally

0% - 33%/shift
	MODERATELY

34% - 66%/shift
	frequently

67% - 100%/shift

	Ability to stand
	
	
	X

	Ability to walk 
	
	
	X

	Ability to sit  
	
	
	X

	Ability to bend
	
	
	X

	Ability to squat
	
	
	X

	Ability to kneel
	
	
	X

	Ability to crawl
	
	
	

	Ability to climb
	
	
	

	Ability to lift 10-25 pounds
	
	
	X

	Ability to lift 25-50 pounds
	
	X
	

	Ability to lift  50-100 pounds
	          X
	
	

	Ability to push/pull less than 25 pounds
	
	
	X

	Ability to push/pull 25-50 pounds
	
	X
	

	Ability to push/pull 50-100 pounds
	           X
	
	

	Ability to twist/rotate
	
	
	X

	Ability to grasp/grip
	
	
	X

	Ability to reach above shoulder
	
	
	X

	Ability to reach waist to shoulder level
	
	
	X

	Ability to reach below waist level
	
	
	X

	Ability to carry less than 25 pounds 
	
	
	X

	Ability to carry 25-50 pounds
	
	
	X

	Ability to perform repetitive motions of the arms, shoulders, wrists, hands, and fingers throughout work day
	
	
	X

	Ability to perform tasks which require hand-eye coordination such as keyboard skills, operating equipment, charting, etc.
	
	
	X

	Possess sight/hearing senses, or use prosthetics that will enable these senses to function adequately to meet requirements of the position
	
	
	X

	Possess manual dexterity and finger dexterity to meet requirements of the position
	
	
	X


I have read the above job description and fully understand the requirements set forth therein and I am able to perform the essential functions as stated.  I am also able to perform the special, mental, and physical requirements of the position.  Reasonable accommodations may be made to enable individuals with disabilities as defined by the American Disabilities Act to perform the essential functions. 

I hereby agree to abide by the requirements set forth for the position of Pharmacy Technician and will perform all duties and responsibilities to the best of my ability.  I understand that this job description is not a contract, expressed or implied, guaranteeing employment for any specific duration.  

Signature – Pharmacy Technician




Date

Signature – Director of Nursing          



Date
Signature – Pharmacist in Charge          



Date
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