JOB DESCRIPTION
JOB TITLE: PHARMACY TECHNICIAN

SUMMARY: WHILE UNDER DIRECT SUPERVISION; THE PHARMACY TECHNICIAN FILLS ROUTINE DOSAGE ORDERS AND PREPACKAGED PHARMACEUTICALS. THE TECHNICIAN ALSO    COUNTS, PACKAGES AND LABLES UNIT DOSES FOR INSPECTION BY PHARMACIST AND FILLS ROUTINE ORDERS FOR NON-PRESCRIPTION PHARMACEUTICALS. THE TECHNICIAN ALSO ASSISTS THE PHARMACIST IN THE DISPENSING OF PRESCRIPTIONS AND PERFORMS A RANGE OF STAFF SUPPORT FUNCTIONS.

DUTIES AND RESPONSIBILITES: 

1. FILLS ROUTINE ORDERS FOR PREPACKAGED NON-PRESCRIPTION PHARMACEUTICALS AND MEDICAL SUPPLIES.

2. ASSISTS THE PHARMACIST IN THE DISPENSING OF PRESCRIPTIONS; COUNTS, PACKAGES, AND LABLES UNIT DOSES FOR INSPECTION.

3. PERFORMS ROUTINE ADMINISTRATIVE TASKS NECESSARY FOR THE OPERATION AND PRESENTATION OF A PROFESSIONAL PHARMACY AS OBSERVED BY MANAGEMENT.
4. ASSISTS IN TRAINING NEW STAFF ON ROUTINE PROCEDURES.

5. PERFORMS MISCELLANEOUS JOB-RELATED DUTIES AS ASSIGNED.

6. CHECKS IN CYCLE FILL MEDICATION.
7. SETS UP DAILY AND MONTHLY DELIVERIES.

8. FILLS CLOZAPINE PATIENT MEDICATION WEEKLY

9. MONITORS AND ORDERS NESSCESSARY SUPPLIES INCLUDING PAPER, LABLES AND BOTTLES ETC.

10. ASSISTS PHARMACIST AND RECEPTIONIST WITH PHONE ORDERS AND INQUIRES.

11. PLACES DRUG ORDER DAILY.

12. PERFORMS DAILY BACK UPS.

13. MAINTAINS A SANITARY AND STRUCTURED WORK ENVIRONMENT.

14.  CONFIRMS ALL CLOSING LIST DUTIES.
MINIMUM EDUCATION AND EXPERIENCE: 

HIGH SCHOOL DIPLOMA OR GENERAL EDUCATION DEGREE (GED) REQUIRED. ONE TO THREE YEARS EXPERIENCE DIRECTLY RELATED TO THE DUTIES AND RESPONSIBILITES SPECIFIED.
LICENSES/CERTIFICATIONS REQUIRED:

NONE
KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:
· KNOWLEDGE OF PROCEDURES AND STANDARDS FOR THE LABELING AND DISPENSING OF PRESCRIPTION DRUGS

· SKILL IN TIME MANAGEMENT

· SKILL IN THE USE OF COMPUTER TECHNOLOGY AND RELATED SOFTWARE APPLICATIONS

· ABILITY TO UNDERSTAND AND FOLLOW SPECIFIC INSTRUCTIONS AND PROCEDURES

· ABILITY TO SORT, CHECK, AND VERIFY NUMBERS

· ABILITY TO ADD, SUBTRACT, MULTIPLY AND DIVIDE IN ALL UNITS OF MEASURE, USING WHOLE NUMBERS, COMMON FRACTIONS AND DECIMALS
WORKING CONDITIONS:
WORK IS NORMALLY PERFORMED IN A TYPICAL INTERIOR/OFFICE ENVIRONMENT.

PHYSICAL EFFORT:

NO OR VERY LIMITED PHYSICAL EFFORT REQUIRED.
ENVIRONMENTAL CONDITIONS:

NO OR VERY LIMITED EXPOSURE TO PHYSICAL RISK.

I CERTIFY THAT I HAVE READ THE PHARMACY TECHNICIAN JOB DESCRIPTION, IT HAS BEEN EXPLAINED TO ME AND I UNDERSTAND MY DUTIES AND RESPONSIBILITES AS STATED HEREIN.
EMPLOYEE SIGNATURE: _____________________________ DATE: ______
SUPERVISOR SIGNATURE: ____________________________DATE: ______











REV06/2009

