WEST PARK HOSIPITAL DISTRICT
JOB DESCRIPTION
JOB TITLE:  Certified Pharmacy Technician






REPORTS TO: Chief Pharmacist
JOB SUMMARY:  Pharmacy technicians, under the supervision of a licensed pharmacist, assist in the various activities of the pharmacy department not requiring the professional judgment of the pharmacist.  Pharmacy technicians will function in strict accordance with standard, written procedures and guidelines, any deviation from which must be approved by the supervising pharmacist.
QUALIFICATIONS:  All Pharmacy technicians must possess certain demonstrated abilities and thorough knowledge base, understanding, and level of proficiency to assure adherence to the procedures and objectives of pharmacy services.  These abilities and knowledge include general basic chemistry, arithmetic, basic algebra, reading, writing, and computer knowledge.

AGES SPECIFIC TO PHARMACY:


Newborn-
Birth through 1 month

Adolescent/Teenager-
   13 years through 17 years


Infant-

1 month through 1 year
Young Adult-

18 years through 34 years


Toddler-
2 years through 3 years
Middle Adult-

35 years through 50 years


Preschool-
4 years through 5 years
Mature Adult-

51 years through 69 years


School Age-
6 years through 12 years
Geriatric Adult-
70 years +

CULTURE/RELIGIOUS ASPECTS:  Employee will care for patients of all cultural and religious backgrounds.  In view of the seasonal influx of people from all over the world, be prepared to care for patients of diverse cultural and/or religious backgrounds. 

ETHICS AND COMPLIANCE:  Employee performs within the prescribed limits of the hospitals/departments Ethics and Compliance Program.  Is responsible to detect, observe and report compliance variances to their immediate supervisor, or upward through the chain of command, the Compliance officer or hospital hotline.

ESSENTIAL FUNCTIONS:

.

1) Obtain and maintain appropriate knowledge and understanding of West Park Hospital policies and procedures
2) Maintaining Unit Dose packaging machine which may include drug entry, dictionary maintenance,

correct labeling packaging and distribution throughout facility.

3) Filling and packaging of blister packets for LTC refills.

4) Enter and interpreting medication orders from both LTC and hospital

5) Monthly counts and billing of all LTC narcotic orders.

6) Provide specific reports to LTC DON

7) Process charges for medication for both LTC and hospital, dialysis.

8) Maintain electronic billing software, patient profile and data entry.

9)  Process monthly billing to be sent to PFS
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10) Maintain software for Medicare D Billing as well as knowledge of Med D programs
11) Work with insurance companies to clarify and process any rejected drug entries

12)  Facilitate any preauthorizations of drug orders through nursing staff and doctors

13)  Restock crash carts for hospital and LTC

14)  Restock and maintain Pyxis machines in hospital twice daily.
15)  Document controlled substance use

16)  Perform the essential functions relating to medication inventory including ordering, outdating and returns or exchanges
17)  Functioning in accordance to the operational procedures specific to the Med Surg, ICU, DIAL, OB, ER, OP, PACU, ANES, LTC, CMC, UCC, AMB, and other hospital departments that pertain to employee and patient health.

18)  Responsible to keep up on all continuing education requirements set by state and national organizations as well as set by Chief Pharmacist.

19)  Use appropriate pharmaceutical-medical terms, abbreviations and symbols common to the prescribing, dispensing and charting of medications
20)  Maintains a working knowledge of the general chemical and physical properties of drugs handled in pharmacy department.  This includes, but is not limited to, identifying medications that are light sensitive, requires refrigeration, and caustic, or poisonous.  Is able to use reference books and website references for stability information or material safety data sheets.

21) Carries out the calculations required for the usual dosage determination and solutions preparations, using weight and volume equivalents in both the metric and apothecary systems.

22)  Performs the essential functions relating to drug purchasing and inventory control.

23)  Performs aseptic compounding of parenteral admixtures and other sterile dosage forms,  This includes the practice of good aseptic techniques, proper procedures for preparing all types of parenteral admixtures ( including chemotherapy or other specialty solutions), preparation of label and any control records, the proper techniques for visual inspection of parenteral solutions, and the documentation of quality control.

24) Medication error prevention methods

25)  Participates in the training and/or orientation of new pharmacy employees and students

26)  Interacts effectively with other members of health care team on a regular basis, Maintains honest and attentiveness to the rights of patients.  Maintains confidentiality of patient information.
27)  Triages orders, determines priorities, processes orders and notifies the pharmacist as appropriate.

28)  Maintains and operates automated technology (pyxis, unit dose machines, fax, and copier) in accordance to policy, procedures and manufacturing instructions.

29)  Maintain department records and filing.
30)  Transport physician’s orders from patient areas to pharmacy department.

31)  Perform daily USP 797 clean room maintenance 

32)  Maintain working knowledge of Emar dictionary, nursing module, and pharmacy module for support to all staff that are using it. 
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SECONDARY FUNCTIONS:

1. May be required to perform other duties for which the individual is qualified.

2. Assist Pharmacists in other job related functions

SPECIFICATIONS:


EDUCATION:  High School diploma or equivalent.

LICENSE:         Must be licensed by Wyoming State Board of Pharmacy within two (2) years from date                                      of hire.

EXPERIENCE:  Previous hospital or retail pharmacy experienced preferred.

SKILLS:
   Ability to use computers and other office equipment.  Exhibit proper communication skills with patients, fellow employees and any telephone correspondence including by not limited to insurance and/or drug representatives and companies.
WORKING CONDITIONS:   May be involved with chemotoxic drugs and IV solutions.  Works in a clean heated, and air conditioned area.  Works 40 hours per week including rotating schedule for weekends.
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PHYSICAL DEMANDS:  Requires frequent standing, sitting, walking and lifting.

My job requires that I lift:

                                      NEVER             OCCASIONALLY     FREQUENTLY       CONTINUOUSLY

	A.  Up to 10 lbs.
	
	
	X
	

	B.  11 - 24 lbs.
	
	X
	
	

	C.  25 - 34 lbs.
	
	X
	
	

	D.  35 - 50 lbs.
	
	X
	
	

	E.  51 - 74 lbs.
	X
	
	
	

	F.  75 -  100 lbs.
	X
	
	
	

	G. Above 100 lbs.

STATE WEIGHT
	X
	
	
	

	H.  STANDING
	
	
	X
	

	I.   WALKING
	
	
	X
	

	J.   SITTING
	
	
	X
	


Any lifting of 35# or more requires the use of an assistive device and/or physical assistance.

EXPOSURE CATEGORY
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1. Tasks that involve exposure to blood, body fluids or tissues.  This includes all procedures or job related tasks that involve inherent potential for mucous membrane or skin contact with blood, body fluids or tissues, or potential spills or splashes of them.

2. Tasks that do not involve exposure to blood, body fluids or tissue, but exposure may be required as a condition of employment.  Appropriate protective measures are readily available to these employees when needed.

3. Tasks that involve NO exposure to blood, body fluids or tissue and Category I tasks are not a condition of employment.

AGREED TO:

____________________________


____________________________

Applicant/Employee Signature


Date

____________________________


____________________________

Department Head




Human Resources Office

Reviewed:  10/06




Revised:  10/06
