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FOI Ref: 6642
Category(ies): Staff – Contracts/HR
Subject: Pharmacy Technician and Clerical Officer Job Specifications
Date Received: 04/10/2022

	[bookmark: _Hlk66456130]Your request:

	Our response:


	I would like to request information under the Freedom of Information Act. Please would you provide the following information?


	1. Current job description and person specification on your database, including salary banding for the following positions at your trusts pharmacy department
· Medicines Information Pharmacy Technician
· Clerical officer

	Medicines Information Pharmacy Technician – Please see the attached 




Clerical Officer – nothing on file 
[bookmark: _GoBack]

	2. Please confirm if there has been any significant changes to either of these posts i.e. salary banding changes for the period 2015 to 2022, please include dates of changes

	Medicines Information Pharmacy Technician – nothing on file 

Clerical Officer – nothing on file

	3. Please provide rationale including job evaluation scoring uploaded on your database for salary banding changes to each role for the period 2015 to 2022

	Medicines Information Pharmacy Technician – nothing on file

Clerical Officer – nothing on file

	4. Please provide information of the salary banding change for the above posts for the period 2015 to 2022, if the jobs have been lower banded or higher banded please provide dates and job descriptions.
	Medicines Information Pharmacy Technician – nothing on file

Clerical Officer – nothing on file

	5. Lastly, please can you advise if your trust uses an electronic cloud-based job evaluation system?
	No we don’t use an electronic cloud-based job evaluation system 
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Pharmacy Department


Job Description



Senior Pharmacy Technician – Medicines Information


Band 5

Job Summary

To assist the Medicines Information pharmacist in providing a high quality, efficient MI service by contributing expert technical support to the department.


Also to work within the dispensary carrying out routine technical duties.


Key Result Areas/ Responsibilities


Patient/Client Care


To assist with enquiries received into the Medicines Information department as necessary e.g. gathering information from standard texts;


To receive, assess, document and prioritise medicines information enquiries in a sensitive manner using telephone, fax, e-mail, verbal and written communication from healthcare professionals internal and external to the Trust as well as patients and their representatives;


In the absence of the MI Pharmacist, to receive, document and prioritise enquiries and if necessary collate information to enable an answer to be given with the assistance of a non-MI Pharmacist;


To assist in the management of Patient Group Directions (PGDs) used within the Trust, including documentation, audit, maintenance of a database and availability of current versions on the intranet.


To assess and interpret prescription documentation in order to then dispense inpatient, outpatient and discharge medication with a high degree of accuracy.

Policy/Service Development


To follow local and national policies with regard to the provision of a MI service, proposing changes in local policy where appropriate


To assist in the Quality Assurance procedures for the MI service


Infection Prevention and cleanliness is the responsibility of every member of Trust staff, you must ensure that you are aware of your personal responsibilities linked to this job role.


Financial and Physical Resources


Ensure journal subscriptions are fulfilled and follow up any discrepancies with suppliers; ensure recommended resources are current, ordering as necessary. 

To undertake stock control of medicines using JAC computer.


Human Resources


To act as a designated checker to check the accuracy of dispensed medicines;


Assist in the training of pre-registration and clinical diploma pharmacists and technicians in MI procedures and standard information retrieval methods including use of databases.


Information Resources, e.g. data entry and storage


To carry out literature searches as required e.g. Drugdex, Medline and the internet;


To maintain the in-house IT data bases and filing systems e.g. MIDatabank, PGDs;


To have a high level of keyboard skills allowing written response to enquiries and full utilisation of the JAC computer programmes necessary to ensure the efficient dispensing and stock control of pharmacy medicines including:


Dispensing suite;


Requisitioning suite;


Stock control suite.


To be conversant with the Clozaril computer programmes;


Use bar-coding hardware and software to ensure prescriptions are accurately tracked.


Research and Development


To dispense unlicensed and trial medication within set protocols and be responsible for the updating and monitoring of the records for the dispensed prescriptions;


Physical Effort


To maintain the office files of journals, text books and specialist folders;


To be physically fit enough to carry and manipulate stock of medicines, this will include handling drug boxes, i.v. infusion fluids etc.


Mental Effort


To answer enquiries under the supervision of the MI pharmacist e.g. product identification, travel advice enquiries, availability enquiries (local and national), formulary enquiries, adverse effect enquiries, MHRA data, complementary medicines enquiries, interactions and dose enquiries; breastfeeding and pregnancy enquiries.

Able to concentrate while dispensing / checking of prescriptions with frequent interruptions to provide information to other staff and patients.


Emotional effort


Handle enquiries of a sensitive and confidential nature from members of the public and staff;


To dispense medicines and provide counselling to patients who are being treated for cancer and those who are terminally ill;


Relationships


Managed by Medicines Information Pharmacist


Responsible to Chief Pharmacist


Liaises with other Pharmacy Senior Technicians


Liaises with all other pharmacy staff

Corporate Responsibilities 


This is a description of the job as it is presently constituted.  It is the practice of the Trust periodically to examine employee’s job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  This procedure is jointly conducted by each manager in consultation with those working directly for him or her.  You will therefore be expected to participate fully in such discussions.  It is the Trust’s aim to reach agreement on reasonable changes but if agreement is not possible management reserves the right to insist on changes to your job description commensurate with your grade/level in the organisation after consultation with you.


The Trust requires that every supervisor and manager is aware of their duties and responsibilities for the effective management of the Trust.  The Trust has in place various policies which will be amended from time to time and additional policies will be introduced as necessary.  These incorporate certain aspects of roles and responsibilities and every supervisor/manager is expected to carry out as diligently as possible.


You will therefore be required to undertake such duties and responsibilities as may reasonably be required of you commensurate with your grade/level in the Trust, in respect of: -


· The Trust’s Standing Orders


· The Trust’s Standing Financial Instructions


· The arrangements to do with Standards of Business Conduct


· The implementation when necessary of the Fraud Policy and Response Plan


· Responsibilities of the security and safe keeping of the Trust’s property, equipment, buildings and facilities


· Your duties and responsibilities to do with health and safety and welfare at work


· The requirement to participate appropriately in the risk management processes


· Your responsibilities to your staff for ensuring they are competent and adequately trained to undertake the roles required of them


· To ensure that all your staff understand the Trust’s requirements to do with confidentiality of information and in particular to avoid inappropriate disclosure of information to do with patients.


The Medicines Information Manager will ensure that you are made aware of the requirement of this post in regard to these aspects of management of the Trust.


This job description is indicative of the range of responsibilities of the post.  It is not intended to be an exhaustive list of duties and the postholder may undertake other duties not specified within the job description but within the general scope of the post of Pharmacy Senior Technicians, as determined by the Chief Pharmacist.


Job description Agreement


This agreement confirms that this Job Description is agreed as being an accurate reflection of the current main duties and responsibilities of the post.


Post holder(s)


Signed……………………………………………………Date………………………


Manager


Signed……………………………………………………Date……………………….


Union Representative/ Witness
(if appropriate)


Signed……………………………………………………Date……………………….


Pharmacy Department  ‘C’ Level 






























                                   































          













                            


The Rotherham NHS Foundation Trust

Job Description and Person Specification


Supplementary Information for Job Matching


Job descriptions do not capture the information to answer questions about - how much, how often and how long. Postholders and their managers should provide agreed supplementary information against the following headings to assist the job matching panel.


Job: - Medicines Information Senior Technician


Physical Effort refers to both the sustained effort, and explosive effort required to do the job. 


		Physical Effort

		Frequency


(How often)

		Duration


(How long)

		Example



		Standing/ walking




		Daily

		4 hrs

		Looking for information for M.I. walking around the office and dispensary. Dispensing prescriptions, going to the library for information.



		Sitting




		Daily

		3 hrs

		Sitting at computer searching for M.I.


Information.  Sitting writing up enquiries, typing labels for prescriptions.



		Keyboard use




		Daily

		4hrs

		Literature searches, e-mail enquiry database.  Ordering stock for dispensary typing labels, stock checks



		Cleaning/ washing




		N/a

		0

		



		Lifting weights with aids




		N/a

		0

		



		Lifting weights without aids

		Daily

		1 hr

		Heavy books from high shelves, boxes of drugs, box files, heavy paperwork files



		Work at heights




		Daily a.m.

		5-10 mins

		To obtain books/journals from high shelves.



		Climbing or crawling




		Daily a.m.

		15 mins

		To obtain books/journals to file journals and paperwork via step ladders, to retrieve drugs from shelves.



		Working in physically cramped conditions

		Daily a.m.

		30 mins

		Moving round office retrieving books/journals from around and above desks.



		Kneeling, crouching, bending, stretching

		Daily

		30 mins

		Retrieve drug in the dispensary. Retrieving journals, books, filing paperwork.



		Repetitive movements




		N/a

		0

		



		Push/ pull trolleys etc




		Daily 

		30 mins

		Pushing, pulling step ladder to obtain books/journals from high shelves.





Mental effort refers to concentration, unpredictability of work patterns, interruptions and the need to meet deadlines.


		Mental Effort

		Frequency


(How often)

		Duration


(How long)

		Example



		Carry out diagnoses/ assessments

		Daily a.m.

		1 hr

		Assessing literature answers



		Carry out interventions/ treatments

		Daily p.m.

		30 min

		Taking action to correct errors



		Microscope work




		N/a 

		0

		



		Prepare reports




		Daily a.m.

		2 hrs

		Documenting medicine information enquiries. Preparing written answers for enquiries in M.I.



		Carry out fault finding




		Daily p.m.

		2 hrs

		Checking in dispensary



		Operate machinery




		Daily

		3 hrs

		Computer, shredder, photocopier



		Drive a vehicle




		N/a 

		0

		



		Carry out calculations




		Daily

		 1 hr

		Doses on prescriptions e.g. paediatrics



		Analyse statistics




		Weekly

		1 hr

		Assessing information for clinical trials



		Other – overseeing clinical trials




		Monthly /weekly

		1 hr

		Clinical trials, student pharmacy technician, dispensing staff, pre reg pharmacists





Emotional effort refers to the levels of distress and the emotional demands that the duties of the job place on the postholder.


		Emotional Effort

		Frequency


(How often)

		Duration


(How long)

		Example



		Give unwelcome news




		Twice a month

		30 mins

		Enquiry answers relating to side effects of drug therapy.



		Provide service to distressed/ angry patients

		Twice a month

		20 mins

		When the pharmacist is absent in M.I. answering enquiries from distressed patients



		Provide care/ therapy to emotionally demanding patients

		Infrequent

		15 mins

		Providing information and advice in out-patients and drug enquiries in M.I.



		Communicate life changing events

		N/a

		0

		



		Deal with difficult situations/ circumstances

		Infrequent

		10 mins

		Stressed patients waiting for prescriptions, pressure from enquirers wanting information immediately in M.I.



		Other – Working under pressure




		To cover when M.I. pharmacist us in holiday or absent from M.I. office

		

		Chasing pharmacist to check M.I. enquiries so that they may be answered.





Working conditions refers to the adverse environmental conditions and hazards, which are unavoidable.


		Working conditions

		Frequency


(How often)

		Example



		Driving




		N/a

		



		VDU use more or less continuously

		Daily – variable

		Medicines Information enquiries.  Literature searches, letters & e-mail.



		Extreme temperatures




		N/a

		



		Unpleasant odours/ smells

		N/a

		



		Excessive noise




		Every 5 min 

		Noise outside the M.I. office


– Delivery Air Tube



		Dust/ Dirt




		N/a

		



		Body fluids




		N/a

		



		Exposure to aggressive verbal behaviour

		Approx 6 months – 15 mins

		Patients’ enquiries and complaints.



		Dangerous substances




		Approx monthly – 15 mins

		Dispensing cytotoxic drugs



		Fleas or lice




		N/a

		



		Other




		N/a

		





Signed off by


Postholder(s) ………………………………………………………  Date ……………


Manager …………………………………………………………… Date ……………


Witnessed by ……. ..……………………………………………… Date ……………


* M.I. – Medicines Information


Director of Operations











Chief Pharmacist











Data Manager







Dispensary 



Manager







Medicines Information Manager







Personal Assistant







Formulary/



Clinical Governance Manager











Clinical Services Manager/Education &Training







Rotational Pharmacist







Senior Technician 



MI







Pre-Reg



Pharmacist







Senior Technician -  Dispensing











Senior Technician 



-CDs







Dispensary Technicians







Receptionists







ATOs







Rotational Technicians







Senior Technician - Medicines Management







Senior Technician



Education & Training







Pre-Reg



Pharmacists







Diploma



Pharmacists







Clinical 



Pharmacists







Student Technicians







Medicines Management



Technicians
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